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MEMORANDUM PORg The Record

SUBJECT $ Agenda for Meeting of Suggestion Avards Commlttos

1. The CJA Suggestion Awards Committee 18 scheduled Lo mest
on Fridey, 29 Juns 1502, at 2330 P.M, in 5 E 60, Heedquarters.

2, The following items are emclosed for your reviews
TAB 1 - Tentative Agendn
T8 2 - Minutes of last Qoumittee Meating

TAB 3 ~ Sumvery of Sugsestions to be counsidered
a® this meeting

TAB & « Suumary of Miniwal Awards
FOR THE CHRAIRMAN, SUGOESTION AWARDS COMMITINS &

25X1A

Executive Seeretary

B8~E-L-ReB-T
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Regular Mpeting of the Suggestion Awards Coumittee

Fridey, 29 June 1962
AGENDA

1. Call to order

2. E&imyes of last umeeting
Motions Lo accept or awend

3. Report by Executive Secretary

4, Comments by Chairmen |

5. Discussion by Fi:ambers

6. Ol3 Business

T. HNew Businesé
(vote on suggestions ~ TAB 3)

8. Adjournment

SR oRnE~T] T
- Excluded from automatic

tdowngrading and
declassification
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‘ SUGGESTION AWARDS COMMITTER

10 April 1962

On Tues&ay. 10 April 1962. at 2130 Peiey
Deputy Director of Personnel, chaired the Major Awards
Meeting of the CIA Suggestion Awards Committee in the Conference
Rooms 5 E 60 Headquarters Building. The followlng were praesent:

L:EMBERS

DD/p
é DD;I ;

25X1A {DD/1)

(Security)
{(Communications)

ubstituting for _ {Training)}

G TIEE STAFE

r (Executive Secretary)
(Incentive Awards Officer
(Incentive Awards Assistant)

MINUTES The minutes of the last Committse Meeting hald on
28 September 1961 were accepted.

25X1A
25X1A

25X1A

The Executive Secretary reported that since the last meeting,

CQUMENTS BY
EXECUTIVE?2S September 1961: _.
SECRETARY

(a). There were three Minimal Awards Meetings at which
29 casas were considered, a total of $435.00 awarded plus 13

Certificates of Appreciation. One caose was disapproved, as it was con~

sidezed to be in line of duty.

(b). One Speclal Panel Meeting was held 22 Novembsr 1961,

at which 13 cases were considered, and a total of $1,425,00
was pald In cash,, .

{c). The Zxecutive Secretary explained that because of
- the $30.00 Award authority now hgld by the Chairman, theze is an

: 7 GROUP 1
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(d) The Suggastion Awards Staff has obtained concurrence
from the various people engaged in Patent considerations, to centrallze
that activity thxough the Suggestion awapds Committee Cffice. The
regulation was drafted and published: henceforth, all patant )
application cases go through. the Suggeation Awayxds Committse for
Award consideration. W have ooy A
been briefad regarding the Suggestion and Invention Programs.
Briefings, movies, work-shops are cenducted ragularly at ali levels.

(e) The Ewecutive Secretary attended the National
Assoclation of Suggestion Systems Cnnvention in Cincinnati, Ohio,
a8 well as several regular Incantive Awards Administyators?
meetings at the Civil Service Commission.

’ A special invitation was Issued to attend the
April 12th Regional Conference on Motivation and Innovation
sponsored by the National Capital CGhapter of the National
Aspoclation of Suggestion Systems. .

(£) The Executive Secretery attended an anthusiastic 25X1A
Caremonry &n the Office of * to present Awards
granied at our last meeting, Technical Services Diwvision received
$15250.00 that day. .

(g} We received a plaintive call from photographers
that we had not had any cersmonies lately. Executive Secretary
noted we musi seize evary opportunity to advertise through this
madium,

{h) We resolved with the DO/F to have all the Clandestine
Services Operations Suggastions Frogram eontrolled in ths SAC Qffice,
and to have the Speclal Panel Chalrwan end menbezrs yule on thase
non-adoptable cases as they come up, but to considew adoptable

cases in Committee session. This means that the cases have baen
wmoving, and suggesters are receiving xeplies. Heretofore, tho
Control Officer did this in addition to other duties and it

fioundered. Regulation drafted, approved b Chaimman, Spacial
Panel, and by the Office of the t:*D/ig but # will not relsase it, 25X1A

despite the fact he has no changus to recommand, until

roturns from Sick Lsave, on or about 30 A 1} hmwr_ 25X1A
25X1A does not return on 30 April, h will order the 25X1A

regulation to be published. ) 25X1A

(1) Poster frames finally promise¢ -~ they ars being
constructed and will be mounted at sach elevator bank, nsas
Employes Bulletin Boards. We have boen negotiating for these since
November 19%¢. ,

{3) Sent each Component comparstive scores at the half-
year mark. - Cur businoss is congiderably smaller, but since new zules
have baan published, we secelve very few Inslgnificant proposalis
(10 to 12 a month, which we settie rromptly in our office., We
believe that the new rules account, in paxt, for the lack of participatisn.

. o
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movie by getting Mr. McCone to replace Mr. Dulles. OTR is looking into

this. .
5 ' 25X1A
. (1) Mot with I :oq:rding launching of a

new OCR Suggestion Program.

(m) Distributed pay check inserts explaining new rules,
Cafeteria Cards, drafted and had published twe new Regulations
and sent a Support Bulletin artiecle through channek of publication.

(n) Noted the Memo published by 05 encouraging the

employees to submit their suggestions, which included names of
Award winnexs. : ‘

25X1A . compy S BY I :sked for copies of the OS Memo. Coples will
MEMBERS Dbe sent to sach Committes Member ag an Incentive.

25X1A moved that in the future the minutes include |
' a brief sentence describing the suggestion for which an Award was granted.
" This is being done. _ :

25X1A H suggested that Suggestion Awards Regulation
be chang 0 reilect proper number of persons needed for a quorim.

25X1A F recommended a Suggestion Exchange of adopted

‘ ideas. A short summary, without including the names or amounts

awarded. He emphasized the added advantage of promating the
Suggestion Awards Program and providing the varicus offices with
potentially useful information. This is being done.

SUGGESTION NO. 61~407 - dated 28 Novembar 1960

P m 7.
25X1A  BUSINESS F. G512, Research Analyst
, : s DD/S

SUMMARY - Suggester proposed the streamlining of procedures
relative to overt and covert clearance-action files,
in the Office of Security. ‘

' Suggester awarded $125.00 Interim Award at the June 1961
Mesting Case to be reconsidered in one year's time.

10 April 1962, a Supplemental Award bf $140.00 was granted
based upon the tangible savings of $5,300. BN oved to orant 25X1A

25X1A the Final Supplemental Award of $140.00 as recoimended by the Executive
Secratary. I secconded the Thus the total awserd in
25X1A this case was $265.00. ﬂ appeared \as a witness for
_ this cage. c : :
COMMITTEE The Committee approvad the following action for the

AGTION suggastions . indicated.

-3~
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Sugoestion
\EIN”M

61-385

61-481

61-487

61-501

62-26

62-64

62100

- 62-115

62~142 .

Total
Award

$162.00

sumnary

Proposed an administrative economy
through the purchase and use of
Kodak paper for the Visicorder Model
906 instead of Minneapolis-Honeywsll
paper. '

Proposed a streamlined system of $125.00
communications (SPEEDLETTERS)

Proposed a standardized check-out
1ist to be used as a guide by Countyy
Dask Officers when transferring their
desk duties to a successor.

$ 50.00

Sugges ter proposed that the hrﬁshes in
the Xerox Copyflow Machine be dry
cleaned and xeused,

$100,00

Proposed a procedural improvement
in RID Files section focusing
attention on reclassified documents
held in that section which have not
yet baen processed Iinto their new
file claseification.

Proposed an improved coding system
in the Industrial Register/USSR
section : ‘

Co-inventors of a device which $200.00
improved the photographic quality

of work used in the microfilming

program { a wooden base easel to be

used as an accessory with any microfilm

Cemera )

Suggaster designed and comstructed a $150.00
positive lock stop device for the cut-
off saw table.

Invented a slide adapter for an. over- $100.00
head projector

$100.00

Bepefits or Savinas

Tangible savings
pf $3,220.00

Tangible savings
of $2,580.00

INTangible benefits
SLIGHT/LOCAL

Tangible savings

'of $2,000 a year.

{d#ivided as follows)
$5C.00 for intangible
benefits SLIGHT/LOCAL
and $50.00 for high
benefits in Securlty -
values.

(Disapproved) Considered
to be in Line of Duty.
Recommend .possible
consideration for an
Honor and Merit Award

ok have OCR state thelr

. position that sugoestion

net in lins of duty.

Intangible benefits
MODERATE/LOCAL -

Estimated Tangibile
savings of $3,000,

Intangible bensfits
(MODERATE/LOCAL)
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- Total

Sumpaxry Awaxd — Bepefits ox Savinds

, Suggestion

lvage scra $135.00 Tangible savings
62240 Proposed 4 method to salvag P i bt

metal at one of our stations.

ADJOURNMENT The meeting adjourned at 3345 p.k.

25X1A

Executive Secretary

-5-
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SUMMMARY AND RECOMEINDATIONS FOR THE COMMITIEE

SUGCESTION ¥Q. PT 61-1613 13 October 1959

B.

Septexbexr 1960
» G812, Printing Production Planner

oL, T0/8 25X1A
Summary of Suggesticn

Suggester proposed the use of an elsctrenic scomning enlarger
(logBtronic) for use in producing prints which are selegted to be
reproduced as halftones in the NIS (National Intelligence Survey).

Inproved quality and greater detail in the fimel pudblication of intelligsnoe
reports and increased production of halftones are made possible through
precise centrol of contrast through legRtronic printing.

Sum_lz of Evalustions

4 Noverber 1&;: OL disupproved for adoption. The possible use
aof the ronie enlarger for the printing of KIS photographe was theoroughly
invastigated when this device flrst became available. This investigation
was made prior to the origips) submisaion of the employee suggestiocn.

Improvemsnt of the qualiity of NIS halftones is the subjest of con-
tinupus study in the Printing Services Division, Considaration is being
given to the precedures for submitting KIS photographs for printing to
permit greator use of original nsgatives in lieu of the pressntly used
prints. It is possible that LogEtronie printing may be used in this process.
if adopted. If changed procedures ere adopted which result in improveument
in the quality eof NIS halftones, this suggestion eould again be evaluated
for any centribution made toward the lmprovement. '

20 Deceuber 1060r PIC noted that the suggestion had merit amd in
certain specific # the use of s logBtronic enlarger doas imprave,
to & ninor degree, the finished reproduction.

Re-ovaluation recelved from OL 22 Jue 1962, A systew is now in effect
in PED in whieh the LogRironic enlarger is used Lo produce prints of
improved quality for NIS halfione work. A substantial improvemsmt in
quality has been realized. In the nwar future, it is oxpseted that the
system will also result in further Ilmprovemenis and in a considerable sevings
in labor.

Suggestlon 61-161 was not responsibla for the deoision to st up this
system. It 4id, howsver, stizulate the investigation which led to tha
adoption of the syztem.

The suggestion caused PSD to reinvestigete the procedure in which ORI
rescusidersd and agreed to revise handling procefures of NIS photos to
permit reealling of negatives after the prints were selscted so that they
could be scaled to the desired size and custom printed to obtain msximum
detall and eorvect tons values,
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Duriang this period also, improvemsnts were made in the dasign of the
logEtronic enlarger in which the suggester actively perticipeted in the
investigations and trials which were mecessary in perfecting the system.

It iz therefore recoumended that the suggester be given an awvard for a
suggestion vhich stinulated action toward the improvement of sn existing system,

€. Recommendation ef Emscutive Secretary

i. Mot in line-of-duty,

2, $75.00 Interin Avard based on MODERATE-LIMITED degres of bensfits.

3. Reconsideration after ome year to determins swount of Tengidble savings.
D. Decision of Coomitiee

X Adopted $75.00 Averd Iatter of
Apprecistion

Hot Adopted

29 June 1962 Major Awards Meeting

25X1A ved to grant an Award of $75.00 and close the case.
econded the motion,
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SLCRIT
Approved FagRelease 00/06/19 : CIA-RDP80-00832A6§§3§W1 -0
SUMMARY AND RECOMMENDATION FOR THE COMMITIEE
SUOGESTION NO. 61-275: dated 9 January 1961
25X1A I . GS-11, Chief,
Registration Branch
oC¢I, DD/I

A. Summary of Suggestion

Suggester proposed that in the new bullding, there be one central
speclal intelligence Reglstry to service all special intellipgence areas,
This Reglstry would be responsible for the receipting, packaging, dis-
patehing, and delivery of all special intelligence materisl. At present 3
the offices of DD/I, ONE, end OSI each have separate registries. BHach
of these components provides special registry services and OCI provides
courier service for centers in CIA and USIB approved centers in the
Washington area,

One central Registry for special intelligence would provide better
control of the mwaterial end enhance security and efficiency. Combining
these services under one responsible group would also conserve manpower.

B, Summery of Dvaluation

25X1A July 1961, NN, »::uty Chief, Intelligence Infor-
mation Staff, OCI, agreed that the idea would be emdopted for the New
Building and that it would save manpower in the DD/I and deserves an award.
An Interinm Avard in the SLIGHT-LIMITED category of $25.00 was paid at
the I October 1961 Minimal Award Meeting with the understanding thet the
case would be reviewed in the spring to see if any additional benefits
have accrued to the Agency. '

€. BRecent Developments

2, It has uow been determined that savings amounting to 80% of a GS-5
position ($3,476.00) have acerued to the Agency.

b. If tongible savings had been considered » total award would be 5% of
$3,476 or $175.00.

D. Recommendation of the Executive Secreta.r;{

That $150 balnrce of Award be approved.,

E. Decision of the Comittee

X Adopted $150.00  Ayord Certificate of
- Appreciation
Kot Adopted
S=E~C=R«E~T BROVP 1

Excluded trom aulnrsulc
29 June 1562 1 Jor Averts lecting b

25315 norl 9 A SRS 00T e
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SUMMARY AND REOMWTIWS FOR THE cm‘igﬁm

AR,

T4 SUOGESTION NO. INV, 62-251: dated & Moy 1962

‘ s GF $3.99 per hour {equivalent
STATINTL oL, ID/s to GS-11}, Linotype Supervisor

A, Sunmng of 555 ggation

l. Toruer Method:

@, When it was pecessary to imsert a pi (print) cherscter denoting &
symbol. into the line casting assenbly of the Intertype machine 3
the taps operator would stop keyboarding, feed several inches of
unpunched tape thru the perforator, write the charmeiter on the
blank section of the tape, and use a key to code a "stop" for
wanual insertion of the charactar by thelinecasting machina's
monitor.

bs When the tape was run on the linecasting wachipe the attention of
the monitor was attrected by the stopping of the machine when it
sensed the "stop" code. As the operator noticed the blank tape
and the character that had been written by the tape punch operator
bhe would locate the pl mstrix in supply. insert it by hand into the
lina being assembled, and restart the linscasting mochine.

2. Inventor's Method:

Sugpester inmvented an inserting device, controlled by & code in the
tepe, to release the pi (primt) matrix autowatically imto the line casting
assexbly of the Intertyps (Model IV) machine.

The perforator operator now lists print characters on a printed form
in sequence of appearance in copy. The linecasting machine monitor uses
i the form to losd the magagins of the inserting device in advance before
the tape is used om the linecasting machine. No further attention ie
required until the supply of metrices in the mepgazine is exhauvated.

Note: The inventor's device is an advantage because there are over
300 characters which could not previously be ploced in the
magnzine channel except by heni, The device saves 10 lines
of production each time it is used, '

B. Swumary of Evaluntion

OL/Printing Serviees Division adopted this invenmtion on two machines apd

mygrha 8 savings of 148 machine hours per year. The wachines cost $28,000
each, :

The pl-matrix ingerting device also allows some savings in the perforation
of the tape, reported savinges of 11 hours per yeer.

. $A Yotal of 159 hours @ $6.90 per hour results in total tangibls savings
Q 1095a
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RhasTTon NBBe INV. 62-251 {continued) >

The production of the NIS publicetions is done by these machines,
C. Invention Status
1. Iaventor hes commercial rights.

2., 7The Govermment is to receive a royalty free license in the
Invention.

3. The Dept. of Justice is preparing patent application papers in
suggester's name at the requsst of this Agency

D. Recoumsndation of Exeeutive Secmw
l. Not in line-of-duty.
2. $130 Avard caloulated as follows:

(«) $75.00 based on Intangibles benefits in the MODERATE-
LOCAL category and "

(v) $55.00 based on {ble sa £ $10
Zirat year of amion) savings (5% of $1056 for the

3« BRefer to CSC for referrsl to othar Government Agencies,

B, Decislon of Comnlttee

X Adopted $130.00 Awaxrd Ietter of
Apprecistion
_— Not Adopted.
STATINTL £9 June 1962 Major Awards Meeting.

_ moved to grant the $130,00 Award as recommended by the Executive
ecretary. seconded the motion.

STATINTL

CIA INTERNAL USE QLY
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MINIMAL AWARD GASES

| 10 April 1962
SUGGESTION NO, 61-5263 dsted 7 Jume 1961
25X1A 08~13, Intelligence Officer
OBI, Dh/X
Summary ¢ Suggester proposed an exhibit of bocks, wonographs and

axticles, published by Agency personnsl %o be assepblsed
and suitebly highlighted in the main library.

: Action Taken t On 3 April 1962, OCR re d the suggestion waa adopted
. 25X1A a DD/8 Hotice was eirculated, :

Only 37 Agency authors expressed an intersst in contrie
buting to a CIA Librery exhibit or collection of Agencys-
authored publications.

| It is the Library's concluesion that an exhibit -

- 25X1A lection of the materlal received in response tom

! would not be truly representative of the considersble
talent ond range of interests aharacteristic of CIA
personnel. The enterprise turmed out to be very wmodest
in secope.

Award Gertifieate of Appreciation.
o*&%&@a&%e&aa*%a*@&awﬁa

SUGCESTION NO. 621053 1961
25X1A G5-12, Collection Qfficer
s

Swunmary t

25X1A

:25X1A' Action Taken ¢ Chief, Division noted that suggester 1s to be
: coumended for the thought and conslderation devoted to
the subject. Under the clroumstances. » it vas considered

that the suggestlon too closely pesralleled q
Division‘'s eastablished practices to warrant granting an

sward,
25X1A

Award 3 Certificaie of Appmcmtion
LA R X EEEXENEREEEEEE I LY

. | = onowr 1 ‘
SeE-CwR-E~T Exeluded from automalic

downgrading and
daclagsification
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25X1A

25X1A

Summary

Action Taken

Avard

Approvgg Eor Belgase 2400106119 - G

ORPTYo
Suggester proposed that the Routing and Record Sheet
(Form 610) ineclude, in nddition to the roturn ocddress
space Tor Division, Room and Building, o space indicated
for the telsphone extension in the "FROM" block.
Records Administration Staff edopted this proposal.

Certificate of Appreciation

LA R A S E R R R X R RN NXNNNERNE NN

SUGGESTION NO, 62-181: dated 1
) ) o , G386, Meil Supervisor
0L, ID/s

Summary

Actlon Taken

Avaxrd

Suggester proposed & revision of Form 239 (Postage Slip)
to provides: (1) additionsl blocks to indicate the type
of mailing service desired, (2) additional space for the
address of the addressee, {3) apace Por the date and tim
of dispatch and the dispatching eclerk's initials.

OL would adopt the revision when the existing stock of
Form 239 18 exhausted. Records Admin Staff ossures
that the form will be revised at next reprint,

A Certificate of Appreciation

LA R R AR K N XX K XKREXRNEXXNNNX

SUGEESTION N0o. 62-271s

Sumary

Action Taken

Award

611623

-8

»3

H

dated 7 Mavch 1962

@811, Procurement Officer
OL, DD/s -
dated tober 1960
G312, Records Mgut Analyst
_cor in, DD/S

;
proposed that a fourth column be added to th
Orgonizational section of the Agency Telephone Directory
to provide proper loternol wailing addresses, and -
proposed that code symbola be writlen consistently
throughout the book in elther ascending or descending or

The DD/S approved these improvements on 20 Februnry 1962
which Includes

A fourth colwnm to be added to the Directory listing the
internal mail address for each component and a consisten
systen of using office symbols reading from lsft to righ
in descending order (Directorate/Division/Branch/Section

$50 Averd divided equally between the suggesters,

HRBARCPVBVLBSHEIBEDDBERER G

S B eReBT
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2 Apridl 1962

MEMORANDURY FOR3 The Record
SUBIRCT s Agende for Meeting of Buggestion Awards Conmittes
‘ wmilhe schedulnd o west
05 m@m?x%ﬁﬁ?ﬁ%ﬁﬁwzﬁg ﬁ?ﬁﬂiﬁ }? €0, Bsadquartsrs.
2. The followlog itens are sneleset for youyr veview:
TAR 1 - Tentetive Agenda
PAB 2 - bioubes of Iast Commithee Mioting

TAB 3 - Summery of Suggusticns wo be eopslderad
ot this weebing.

PAB b - Suwspary of Minimel Avayds

FOR THE CHATRMAN, SUGGESTION AAARDS QOMTTTEE 3

25X1A

Expeutive SserelXy

SECRETY
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INTERNAL USE ONLY

Regular Meeting of the Suggestion Awards Coumittee
Tuesday, 10 April 1962

L.

Call to ordexr
Minutes of last meeting
Motions to accept or amend
Report by E:oecutive Secretary
Comments by Chaixrmen
Discussion by Menbers
014 Business
New Business
- (Vote on suggestions - TAB 3)

Ad journment

CIA INTERNAL USE ONLY
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MIFDTES OF MEETTHG
SUGGRSTION AWARDS COMMITTEE
28 gseptombor 1961

On Thurslay, 20 Ssptesber 108), at 2:30 p.m., Mr. ‘
substituting for the Directes and Diputy Divesben’ of Perscumel, chaived 25X1A
mmmmmgwmcmmgmmmmcmmmnmasm '

The following were presents

oo/ 25X1A
érm/:t% |
(o/s)
(Bsourity )
{Commmnioations )
Er Uy DIRR mﬁ)
(on/p) |
RATIORS SUGGESTION PROGRAM OF THE ID/P
(onfe)
CEl AWARDS COMMITTER
7 ‘;‘;:i'g_az-; RARTYE )
. (Exesutive : :
_(Incentive Awards 0fficer
Incentive fwards Assisteat:)

The mimites of the Commitiee meeting held om 29 _ 3951 scoented. é5x1A
MERTS - , . Jums were accented

BN cxplained that Public Law 763 833'a Congreno,
18% Pl cegresn, the Inventive
Awarda Ast, oo tie besis fo¥ this Agsncy's grogren, He explained taat tho
oo mezbors vote upon. the award considerations of o suggestion which ave
tzn bageld upon the nmim __od’- a suggestion, He also oxplained the
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relaticnships of the Honor end Meril Avards Board eud the Suggeptlon
Awerds Program. He dissussed in & generel way that ths diwiding line
is the "lins-of-Gulty” stetus.

RIS, BY

LWAVEIVE, e Exccutive Secvetery explained thst caly ¢thoge ezsas whiah
SORETARY  bave been adopisd andl vosomnended for ewerd evasidevatlion wlil e

prought to the Cuamnittesss thet this procsiure has been in effest
since authority was given to the Breauiive Sceyvbery 4o alose ous
21l suggesbions which wers vaanimously resounanded fow gisspproval.

The fart thet, in Committes,s unaninous wole of the four vobing
wepoers inoYeding the Chsiywen 18 aleo required to grent an avard
vep Gisousged as wall ag the facl that e dissenting vote wold e
vancwdef end the casn would be referved to %he Deputy Divethor
(Buspowt ) for arbityation end decislon.

A8 to tha dalegation of awthorlty regarfiing sums of mouay, e
Ewecutive Seoretary explsined thot the Chalymen s sutharized %o award
suggestions up to and lneluding $50.00, the Suggestion Awerds Comitise
up o end inoluding $300.00, the Deputy Dirantor (Suppork ) vp to and
ineludisg $2,000.00, and the Divector of Central) Intelligence up O
and inoluding 95,000.00, beyend het the Civil Hervice Coxmission -
in the exgroving awthority. In dismumsing tra ?line-cf-Guty® rulea,
the Formale provided by the Civi) Bervice Commisalon was erpiained
ap well us the mev sules pertainieg to ile higher stendands of 319651
i1 the Bugsestion fwerds Progvem. Tha Wintunl Averds prodedures
vere expiained to the Commibtee ard that it wg intonded that o
gquorun of foupr persond wvould sopvaene to rule upod cosh avyds nob
axeseding $§00m¢

L

ARG OUFIGER  The Tncontive Awerds Oifieer oxplained that CIA Patents Board

encop ware reviewsd simne Sephenber 3854 to insuve that our imventors
vacoived thedr Just due. It wes fouud thet some Lwwonbors had
alrandy reoteived ewardas others might doserve avards when theliw
eonteibubion hes beon evelueied. As & resull of the resecreh of i)
the cuoes, the Comsitbee’s Staff concluded:

1. That lovention esses {Porm 915) be fivet rouied te
the Emecutive Scarsitery, Suggestion Awvmids Coamitiae so
ihes sward conslderation aculd be mede promptly. (Tue
TR Pobenbs Desrd hes conmwsed in this.)

2. Tost CIs should bave s disolosure avard syotom, a6
has existed in olher Covermnen? agewsion fob' several

yoays, ©o enccurage employees to veport inventions of
vajue Lo the Governuent.

B-BCoR-ET
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The Comilttee spproved the follouing alaclosuse avard system
for invenitlone that meet these stenfards: _ ,

1. $§50.00 to the inventor when the CIA Patents Board
Geternines thet e pstent applicaticn will be prepaved
by the Covernment o the Agency, end '

2. An additional $T75.00 to the inventor when and if
e patent is iesued by the United Stabes Patent Office.
(Thic usually tekes shout thyee years after filing of
patent applicetion. ) _ '

3o Invenlors would contimae %o be eligihle for awsyds
based upon bothk tangible and intengible savings wder -
the Buggestion Awvaxde zeales vhich eould eitber be in
addision to the disclosure avaxd oy mimus the disclosuze
awvord depending upen the Judgment of the Comittes on an
individual cese basis. , ‘

: Toe Executive Secvetary explalned the Suggestion Awards Program's

Organizstionel strueture in the Agency = its melationships with eash

. echelon, integnsl panels of the DS, the Special Panel and the
Clandestine Sexvices Opevetions Suggesticn Program of the DD/P. The
BExecutive Secretezy strescsed that publiaity would be of major
importence this yeer bessuse of the limitations in sdvertising. One
gocd way would be to bulld up the awerd cercmonies so thet they would
oveate favorsble yeaetlions among the colleagves of the suggester.

Comuonts by ‘ B -
25X1A MM sendling out five aopiea of euch suggestion
for eve dicn to bis office so that ke can fan ocut the requests —
get opinions beck which will not have been infinenced by previcus ' -
-evalunticns - ahd expedite the replies.

b SO

25X1A The proposal WW vefexred/ = vizi To have a
/lwstioa exnhange emong canponents - efforts eontimve

to prawote this iden.

SUOGREEION B0+ 614239 « dated 7 Devenber 1950 o
@5-10, Tntelligence OfPicer
25X1A B8, To/P
o LR : :

SUBJECEs Modifieatlcn to the system of orgenizing apd £iling
€ case f£iles.

SeBaCoR-Bull .
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At the 29 June 1961 Suggestion Awards Coxmitice meeting,
the Exegutive Scoyetary wes asked to vesubmit this suggeotion
to the ID/P for additional stuly. The Commitiec questioned the

fact that this new filing technique was Ja.ferd mew. I | 25X1A
believed that it had been pyeseribed for severgl bl .

: The inquiry revealed that this procefure was not new o= it
was & yefinement of & prescribed filing procedure end had nover
been used in the suggester's owm Division. :

Based oo these facts, the committee voted o $30.00 awszd,
vhich was arrived st as follows: : :

An advisory averd of $15.00 based upos the fset that the
DO/P-RMD hed stated that he 414 reccmuond & bettey £iling
system for Clsndestine Services project £iles. The faot that
be will bring this improvement to the attention of ell Qegke
in his genevel instyuetions, vas consideved wogthy of the $15.00
Averd. As for the advantages to the Desk, the Committee 25X1A
eongidered sn avard of $15.00 besed upen “Slight«~Limited”
category, was warranted, :

JTER ‘The Committee approved the following actiocn for the
suggesticns indieated. ™ .

Suggestion Bumbor Total Avard Benefits or Sevines

60.257, 61-17h 75.60  Iotangible Benefits (Moﬁ-»mmg
61-239 - .30.00 {Intangible Benefits (B ~Lim}$15.00
~ ' . {Advicory Avard - $15.00) ‘
61-432 100.00 . Intangible Benefits %mem)
62-50 N Iatangible Benefits (Mod-Xos)

62-58 75.00 . {Tangible Savings-$800.00)

{Intangivie Benefits (ModeLoo)
The meeting edjourned at 4:25 p.m.

movie, !'ihe Poster of Suggestion®

25X1A

attended the showing of the
which folloved,

25X1A

- EXECUTIVE SECRETARY

feBeLoReER
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SUGEESTION NO. 61-407: dated 28 November 1960 |
25X1A L— oy 35=-12, Research Annlyst
_ 0s, DD/B8 ‘

Suggeaﬁer proposed the following for the streamlining of procediures
velntive to overt and covert clesrance-sction files, in the Offlce of Securlty.

1 0APR 1952

1. That the crosg-referencing process be standardized to parmlt

the crossereferencing of covert cases through the files rether
than through the index; -

5. That in each covert or overt case where & summary is prepered
by the Research and Apalysis Brauch, & sufficlent mumber of

coples of the summry be prepared so that a copy can be placed
in each related f£illa by the analyst;

3, Thet security actioms processed by the R&A Branch be considered
cross-referenced when copies of the research summary, containing
necessary information on both the subjeet of the action and the

related file, are placed in the files o I the subJject of the
action and related Ifiles.

B, Commitites Action

2. Awarded $125.00 Interim Award based on Intangible Beneflts
{Moderate /Iocal) at the June 1961 Meeting.

b, Recomsideration in oo yearle hirme.
¢. Recent Developments e e _

{ nbing to $5,300 bave been

. Tt bas novw heen determinetd ﬁhat savﬂ.pgs amou! :

reaiizod baced of caOELE, Tetices in man-hours by b0t e, refer-

reference Torms in ove ce 2 -

‘ ' - hich are diverted to ¥

ences snd conversion of these same AL hours v

ingreased snmwal work load of 26%. The Branch has baezf a;;;-;htgaw

this without en increase in the T/0. Processing time o

been reduced from T-9 days to 2 days and pometimee to 1 day.

b. If tengible savings hed been considered, Award would ba 5% of $5,300
or $265.00.

D. Recommendation of the Executive Secretary

onmend. date, to equal
pd that balance of Award be approved, this s
giﬁo.ob apd that calculated benefits Be converted from intengible

banefits to tangible savingo.
E. Decision of the Committee

‘WWW

[/ Adopted tg;@ Q) Awerd : Certificate of

Appreciation
Mot Adopted

10 April 1962 (Major Awards MR P

25X1A FOR TBR RECORD IM&ed to grent the Award of $140.00 as recommended by
pproved (606/06419 .. (NS 5-00892000806030001-0  25X1A
25X1A

wrmness For THrs casE: HNNGEG
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SUGGRSTION WO, 61-385: dated 1961 | R
25X1A : » G8=9, Electronics Technician ~
e » .
102rR 1382
A. Swmary of Suggestion |

Suggester requasted a review of Suggestion No. 58-257, dated
10 Decemwber 1957, vhich propossd that culy Kodsk paper be used for
the Visicorder 905 unless Nimnmeapolis-Honeywell paper is specifically
requested by the user, after the notificstion of the price difference
has been made. (Kodak Linogreph Direect Print Paper $1000 costs $4.80 8.
Minneapolis-Honsywell Direct Print Paper costs £7.10 per roll). He
further proposed that only a winimum stock level be maintained since
this paper detericrates after the expiration date.

' Note: The peper ordered from Mimneapolis-Honeywall is
originally produced by Kodak.. Minneapolis-Honsywell Co.
treats the paper in their own fastories. (Suggester
found that exposing the paper to light for a short time
almost duplicated this process).

Summary of Evaluations

1. Chief, Busivess Machines Services Staff (8 January 1958) stated
this appeared worthwhile end recommended adoptlon 1f agreecble to the
operating compoment and QL. :

2. OL stated on 22 January 1958 that PSD dces not use the
Visicorder machine; thus they could not comment on the technical aspeats
of the suggestion. Thera was no indication in the OL evaluation that
the case was discussed with the principal user of the Minneapolia-
Honeywell papar, namely the Office of Commupnications.

3. OL (Supply Division) on 30 March 1961 ptated that OC is the
cognlzant office and were using thelr present supply of Minneapolis-
Honeywell paper until exhausted, then converting to Kodak paper. OL
stated that OO wede this change in June of 1960.

k. oc (25 April 1961) stated that based upon experience in two
of OC's overseas aress, sction was taken in early 1960 to place the
M-H direct print paper in & limited stendard category, replecing it
with the Kodek paper. Further investigation made by the BExecutlve
Officer, Office of Communications disclosed that the dispateches from
the fleld in early 1960 ware initiated by two wen who had worked with
the suggester in 1957 and knew of his discovery ebout the less sxpensive
paper. They convinced their field offices to switeh to Kodak paper.

Approved For Relea%m:QanﬁlC'A'RDP8°'°°832A°°°3°°°3°°°1 -0
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SUDGESTION NO, 61-385 {Comt.)

ILLEGIB 6. o IS viere there are six vachines, 100 rolls of

the price difference of $2.30 per ro.
e e D e htoce sschsa. in Gomo Security aod avarsess.
€. Recommendation of the Executive Seqretary
1. Bot in line of duty.

5. An Award of $162.00 based on caloulated Tangible savings
of $3220.00. -

3. Refer suggestion to CEC for dissemiration to agencies using
the Visicordsr Model 906.

D. Decision of the Committee

3 " Adopted 62,0y Awexd Certificate of
Ao . ‘ Appreciation
Not Adopted ‘

‘ .
2 (Major Award Meeting)
25X1A 10 April 196
5 I oved to grant the Award of $162.00 as recommended by the
25X1A Executive Secretary. _secondp.{j:he motion.
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- - SRECRER®D®
. SUGGESTION NO. 61-48l: dated 15 May 1961 -
25X1A - I ; G5-14, Chief, Research and
- Development Contracts
oL, DD/8 10APR 195

A. Sumery of Buggestion

Suggester proposed the use of "SFEEDIETIFRS" to facilitate
communications between Headquarters and certain _ Offices 25X1A
in an effort to reduce corresyondence costs.

The SPEEDIETTER is 8 three-part, Hon-Carbon-Required form. It
reduces corresponience workload, provides a reedy ldentification of
corvespondence requiring a reply, and eliminates many roubine clerical
operations.

3. SBummery of Evaluation

25X1A The Offica of Logiaties reporte thet the SPEEDIETTER was initiated
between Hsadquarters and the Procuvement Office in August 1961.
Total SPEEDIETTER volume is now averaging 92 per month. It is rapidly
becoming an important communication togl. Furthermore, the SPEEDLETTER
sent to a post office box nwmber and sgerviced dally by Procurement
Division persounel, has enghled the Office of Logistles to recommend
the elimination of the IWX link. The spproximate saving on TWX charges
will be $215 per month or $2,580 & year.

Chief, Industrial Contract Audit Division, Office of the Comptroller
also formerly used the tele facility for sanding wessages t0o his
25X1A personnel located in the Procurement Office. He 1s presently
using Air Mail SPEED which ne claims are more relishle and faster
than the old teletype system. The coding delays connacted with the
teletype caused him to increase the cost by frequently uwsing the telephone.

C. Recommeniation of the Exscutive Secretary

1. Kot in lins of duty.
2. An Award of $125 based on tengible annusl savings of $2,580.

D. Declsion of the Committee

\ z Adopted \‘%’ | 2[)/ . ﬁ !} Avaxd : Certificate of

Appreciation
Not Adopted
! 10 April 1962 (Major Awards Meeting)
25X1A B noved to grant the Award of $125.00 as recommended by the Executive

osxia  secretery. [N S FHEREE
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SUGGESTION N0. 61-487; dated 16 1 0APR 1962
25X1A _ «y GS~11, Operations Officer
.F

A. Sumagx of Smgstion

Suggester proposed a standerdized check-out list to be used as
a guide by Comntry Desk Officers when tranaferring their desk duties to
& successor. When completed, the 1list would sigmify that the Country
Dask reaponsibilities have besn comprebensively reviewved, brought to the
attention of, and explained to the successor. This 1ist to be signed
by both the outgoing and incoming officers and submitted to the Branch
Chief for review,

B. Sumary of Evaluation
25X1A BN, 0/ Coordinator reports the summtion of the comments:
"Yes - the check list could be useful, but do not make it a regulation.”
25X1A . m mgardi.gzthe Desk and Case Officer Check-out List
8 punlis on anuary 1962, which implemented this suggeation,

C. Racommenda_ti_on of the Executive Secreta

l. TNot in 1line of duty.

2. An Avard of $75 based on SLIGHT degree of Benefit with
EXTENDED application.

D. Decision of the Commuittee
) ,
ﬁ_ Adopted #7 ﬂ}l L Award Certificate of
Appreciation
Not Adopted

10 April 1962 (Major Avards Meeting)

é5X1A moved to change the category to SLIGHT/LOCAL and grant an Award of $50.00
‘ -econddthe motion, o

SBECRET
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1 OAPR 1962
SUGGESTION HO, IDI 61-501l: dated 17 May 1961 _ .
NATIONAL SECURITY AGENCY EMPLOYEE NSA WO, 18-61

A, Summery of Swati@n

The suggester proposes that the brushee in the Xerox COnyldw
Machine be dry ¢cleanmed amd used over again. Cost of cleening is
$12.00 while new brushes cost $48.00, Thus a $36.00 savings is

phoc

affected each time a clesned set of brushes is installed.

B. Summary of Evaluation

Printing Services Divislon had five sets of copyflo brushes
cleaned, was satisfied, and is adopting this suggestion. Based on
yearly consumption a savings of opproximately $g;,ooo.oo the Tirst
year will result.

C. Recommenda’gion of the Execuj:ive Secretary

1. Not in line of duty.

o. Award of $100.00 based on Tangible savings of $2,000.00
a-year.

D. DYecision of the Commltiee

;
\/, Adopted ){’ |§)§ N0  Award Certificate of
Apprecilation

Hot Adopted

10 April 1962 (Major Awards Meeting) 25X1A
25X 1A -moved to grent an Award of $100.00. [ secondlthe motion.
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1 OAPR 1962

| SUGGRITION MO, 62-26¢ utullﬂﬁﬁ
25X1A ., 08-5, Fils Supervisor
i v RID, wr

A. Sumary of Suggestion

The suggester proposed a reclassifioation procedure vhich insures
' RID/FILES Seotiocn that doouments received bave been reprocessed by

smosuruu»thuwmmumwmmmm
Puture, RID/FIIES will not accept & reclassified document unless it
beara this stawp and is properly sigoed.

B. Bumwery of Evaluation

1. The precedural improvemant, inoluding the stauwp designed by
the suggester, has bean in effect, in RID aince 1 Septeuber 1961. The
gurvey started by the suggester ob his initiative was continued by
RID/PPS until mid-September 1961. The continued survey confixmed the
suggester's initial findings that approximately 10§ of the reclessified
docunents held in RID/FILES Section were not processed into the new
file classification. S -

2. Not only has this suggestion eliminated wany errors but it
nas also focused attention on reclassified documents held in RID/FIIES
Section which have not yet haen processed into their new file
classificaticn.. -

3. Tangible savings resulting from this sugzestion relate directly
to the elimipation of man-hours required to search for these documents.
The aversge tinme required to conduct an-sxtenslive pearch 1s 45 minutes.
Past studies revenled that 5% of the documents searched extensively
are reclassified docuwments reflled without reprocessing.

4. Intangible benefits are more pertinent to this evaluetion.
‘Most document requests stem from ¢S operational and U.S. Agency name
checke. Such a procedural improvement, which speeds tha recovery of
information essential to nswe chacks, is of a value transcending its
weassure in dollars end cents. The extent of applieation of this
suggestion is IOCAL. Although the adoption of the suggestion offers
a minor modification of & procedure, the potential value is high. For
this veason, RID feelas that the suggester should be granted a cash
Averd of $100.00, '
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* " SUGGESTION NO. 62-26 (cont*d)
C. Recosmsndailon of the Exscuiive Secreiary
' 1. Not in line of duty.
2. A total Amard of $100.00 divided as followe: $50.00 for
SLIGHT Degree of Benefit with LOCAL Application and an
sdditional $50.00 for tha potential benefit (high) in
Securlty valuse.
D. Dagiaion of the Commiites

_._‘{.;__Adopt-d #/00«00 __ Award Ceztificste
of Appreciation

Not Adopted

10 April 1962 (Mejor Awards Meeting)

25X1A _ moved to grant the Award of $100.00 as recommended by the
25X1A Executive Secretary. [ sccondeline motion.

rctass P |

v/ AN

L/ ——
PR |

KL FlLks—
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" OAPR 1962
SUGGESTION NO. 62-64; dated 15 August 1961 : =
.y, @B~13, Section Chiefl IR/[ESR
25X1A - OCR, ID/I ’ ’ ’

A. Sumery of Sugsestion

Suggester proposed that each Town Folder be reviewed and that the
towms with little or no industrisl activity, be coded as to types of
gctivity or physieal facilitles mentioned. The code to be a single
letter code or single lebtter plus additiomal breskdown such es:

A. Agriculture watters, C. Cultural Facilitles (Iibraries, Museuns,
Thecters) etc. An alternate suggestion proposed the use of the
Industrial Register Catepgory Code used by the Travel Folder Sectilon.

B. Sunmary of Evaluation

On 20 September 1961, Chief, Industrial Register/wﬂ reported
that this suppestion was considered by the senior staff of the Industrial
Register and that the consensus was: ,

The benefits sre limited to the USSR Branch where most requests
Por Town Folder Files are for mapping, eharting and related actlvities.
These Tlles sre now hand-searched to determine 1f inforwation exists
on o given non-industriel installation. If the Tewm Folder listings
were content-coded much of this review would be unnecessary.

The suggester'é alternate plan of using the Travel Folder code
18 both feasible and practical. The IR/CR Branch plans to utllize the
aliernate suggestion.

On 27 March 1962, Chief, IR/USSR Branch verbally reported that
this suggestion encbled Industrial Register to discontinue coding and
baving published the voluminous report, "Index to Travel Folder Cbserva-
tions for the Year". They how werge the index relative to personal
observation of travellers with the IR files and can run & listing when-
ever there is & call Tor the information. He further stated that this
suggestion extended ln value to the entire Industrial Register (not to

" “the USSR Braneh alone) and to 8l offices that depend upon it 'for informa-
tion. o

Also, as @ result of this suggestionm, the USSR Branch was cble to
surrender two slots with the incumbents to the WE/WH activity of the
Industrial Register. . Their salaries, a GS-7 end & GS-9 totalled $11,790.
This mely be considered fairly significant becamse the DD/I had directed
IR to toke on an additional funetion and the release of two positions
from the USSR Branch was the solution to the problem without an increase
in slots or salaries 1o the overall Industriel Register/s T/O.

SECRET
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SUGGESTION NO. 62-64 (continued)

C. Recommendation of the Executive Secretary

1. Not in line of duty.

2. $125 Avard based on a MODERATE degree of benefit with LOCAL
application. ’

D. Deeision of the Cocmittee

Adopted Award Certificate of
‘ Appreciation

10 April 1962 (Mejor Awards Meeting)

Committee voted this suggestion e&s Line of Duty and not eligible for an
Award under the Suggestlon Awards Program. Recommend case to be referred
back to OCR with posslble consideration for an Honor and Merit Award or

have OCR resffirm their position that this suggestion is not in line of duty.

25X1A  Motion made by [ scconls.

SECRET
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CONFIDENTTAL

ADDERDUWM for INV 62-100 :

NOTE: The Commissioner of Patents ruled that the Govermment is
entitled to a royality free licemse to this invention, thus over-ruling
recommendation of the CIA Patents Board.

CONFIDENTIAL
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CONFIDENTIAL

. SUGGESTION NO. 62-200 {continued)
C. Recommendation of the Exscutive Secretary
1. Bot in line of duty.

2. An Award of $100.00 to be divided equally between the two
suggesters (MODERATE/LOCAL)

D. Deecision of the Comnmittee
M Adopted 7‘/[{2(2,@0 Awvard Certificate of

: Appreciation
Kot Adopted

10 April 1962 (Major Awards Meeting)

o ved to grant the Award of $100.00 as recommended by the
Executive Secretary. [N sccovddthe motion.

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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SUGGESTION T, 62-115: deted 20 Beptenber 1961 \
25X1A ‘ W-6 0), Box Asseubler
_— oL, ID/8 - 25X1A

A. Bummery of Swstion

The suggester has designed and constructed & positive lock stop %
daviee for the cute-off saw teble. The device utilized in process of
cutting wood lengths provides greater efficlency, less operator fatigue,
more accurate measurements and will save an astimated four to eight

hours per day depending on the flow of work. 25X1A
B. Sumary ef Evaluation
- 25X1A This suggestion has been adopted and put into unse at the-

B cor spproxirately six veeks. The sugzester has shown a high
degrea of ingenuity in designing end constructing this device. It vas
developed on his own time frow his own umaterials.

500 to $5000 & year for the present ,
1s a realistic flgure /
+tudies mode at the depot by a packing
device will be furpished to the other

It is expscted that
vernuent and private

The saving, estimated at

25X1A rate of operations at the

derived from time and motion s

; and crating specialist. This-
25X1A Supply Division depota

' it eould be used to advantage throughout

industry. ‘

C. Recougsendation of the Executive Secretary
1. Not in line of duty.

2. An Awvard of $150.00 based on estimated Tangible savings of
$3000. Referral to other Government Agencies for their use
and sward eonsideration.

D. Decision of Comultlee

){ Adopted # {EQ,M Avard Cartificote of

Appreciation
Not Adopted

25X1A
10 April 1962 (Major Awerds Meeting)

25X1A [ woved to srent the Avard of $150.00. o= it

Approved For Release ZmeWmBDP80-00832A000300030001-0
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SUGGESTION NO., INV 62-142: dated 27 June 1961 T 02PR 1982
L 25X1A s 08-11, Tllustrator
X OIR Db/s

- 25X1A -
; A. Summary of Sugzestion

Suggester invented e slide adapter for the Vugraph Beasler Qver-
head Projector. The slide adapter is an aluminum rail ettached to the
v projector (Vugraph) with a traversing rack, which rolls on ball bearings.
| The traversing rack conteins space for five Vugraph slides, ready for
viewing. Each slide is placed into viewing position by turning a band
vwheel (remote control), recently changed to a push button device.

Benefits derived from its use: (1) Materiel on Vugraph machine
is ready for viewing before lecture begins. (2) Instructor can change
slide {forward or backward) by remote control. (3) Vugraph can be
used with either a rear projection screen or a front reflecting screen.
(4} Hand shadows on screen are eliminated. (5) Noise is eliminated
from the classroom. (6) Time is saved. (7) The materisl has a greater
impact on the students due to the elimination of distractions.

B. Sw of Evaluation

25X1A Chier _ stated verbally that this suggestion
made their training mission much more effective.

25X1A
The Suggestion Awards Committee, [N corcuiates that the
device has a MODERATE degree of benefit with LOCAL extent of application.

Chief, OTR/Planning Staff states that the Vugraph machine and
technlque is gaining popularity among wany instructors amd in nany
training installations both within and outside of Govermment. This
suggestion eliminates the need for an additional men to opexate the pro-

Jector beceuse it allows the imstructor to meke the changes of the -
8lides as necessary. )

Chief, OL/Visual Aids states there is more modern equipment avail-
able on the market but coneurs with the values on this
suggestion as expressed by the Office of Training end 25X1A

C. Recommendation of the Executive Becretary

1. Not in line of duty.
2. $100 Award based on a MODERATE degree of benefit with LOCAL

application.
ROTE: Patent application, {f will be gubmitted
25X1C e

SECRET

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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SUGGESTION NO. INV 62-142 (continued)

D. Dacision of the Coumittee

‘/ Adopted # [44, 04 Avara

Hot Adopted

Certificate of
Appreciation

10 April 1962 (Major Awards Meeting)

- 25X1A moved to grant the Award of $100.00 as recommended by the Executive
. 25X1A Secretary. [ lisccorddthe motion.

SECRET
Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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SUGGESTION NO. 62-210: :
25X1A mcs-g, Administrative Officer
25X1A L » PD/3

A. Swumary of Sugeestion

Sugpester proposed that serap metal of all kinds s curvently being
discarded on the dump, be offered for sale to scrap dealers. In addi- .
tion to the money regained for the scrap metal, the unsipghtly appearance
of the dump is diminished.

B. BSummary of Evaluation

25X1A oot ion Avards Comnittee reported that this suggestion
was not adopted, but it triggered an alternative method of salvaging
the screp metal in April 19%?

Baged upon the amount of scrap alreedy transported, plus the
estimated amount of transporteble scrap remaining, minus the cost of
labor ($1,495) involved in handling erd loading, we have a gross value
of some $4,150 to the Govermment; this weans a net gain or savings to
the Govermment of approximately $2,665.

C. Recommendation of the Executive Secretary

1. Not in line of duty.
2. An Award of $135 based on tangible savings of $2,665.

D. Deecision of the Committee

\/ Adopted l&’ ﬂg 00 Award Certificate of

Appreciation
Not Adopted

10 April 1962 (Major Awards Meeting)

25X1A - moved to grant the Award of $135.00. _ secon@{the motion.
- 25X1A

SECRET

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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SUGGESTION NO.

60-1th5 2

STATINTL

Summary

Action Taken

Award

SUGGESTION NO.

a8

[ .4
C)

MINIMAL AWARD CABES
4 Qetober 1961

dated 21 March 1961
, 6S-11, Acting Chief, Building Supply
0L, DD/8

Suggester proposed the use of & three-part prenumbered
property pass form. This proposal would establish
an accounting system for all passes issusd.

OL noted tbat the final decision resulted in a foure
part form which combines a property pass with a -
Hond Receipt, which would control both the
operationnl type property charged to Area Responsidle
Officers and the administrative proparty charged

to the Building Services Officer., OL further noted
that this four-part form is carbonized and is not
vhat the suggester proposed but that credit can be
given to him for having stimulated the improvement.

Certificate of Appreciation.

R EEENR RN EREERE N E B R BB,

60-5682 2

STATINTL

Sumnmaxy

Aetion Taken

Avard

0

1]

deted 17 June 1960

m’ %"’12, PI Ofﬂcer
2

Suggester proposed that windows be installed in the
doors separating the steirweys from the main part
of each floor in the Steuvart Building to prevent
aceidents resulting from people approoching the
doors from opposite aides and attempting to open
them at the same time,

The Steuart Building Seeurity Officer advieed thet
personnel will wove to another bullding after
Januery 1962 therefore, 0S and OL agreed on the
ati{lization of signs placed on apposite sides
directing personpel to use one door for ingress
and the other door for egress in lieu of the
glass panels., Suggeater did stimulate the
improvement.

Certificate of Appreciation.

Approved For Release 20006 INPERKAAIRPRROY00832A000300030001-0
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i SUGGESTION NO, 61-275:

iSTATINTL

Summarxy

deted 9 January 1961
I

o

, Jr., G8=11, ¢ /Reglstration Branch
ocI, DD/I

Suggester proposed that in the new building there be
one central speclal intelligence Registry to service
all special intelligence aYesas.

Deputy Chief, intelligence Inforwation swaff, O0CI1,
agreed to the stotepent that this idea 15 going to

ve adopted for the new building and that it will save
manpower in the DD/I and deserves some typo of award.
mated that because it is impossible

to es ealculate the savings, that an interim
award in the SLIGHT/LIMITED category ($25.00) be

made with the understanding that the case will be
reviewed in the spring.

L $25.00 Interim Avard bosed on Intangible Benefits
(SLIGHT /LIMITED) . “

*******************

V
Aetion Taken 1
STATINTL
Awexd H
STATINTL SUGGESTION NQ, 61-348:

Summary

Action Teken

Award

s

dated 24 February 1961
G5-9, CE Analyst
RID, DD/P

Suggester proposed the steps necessary to "yaslocate"
and properly classify the former 202 fil= material
in RID.

Acting Chief, RID initiated a procedure %o record
nou-CS copies of sensitive docunents surfaced during
the normal processing of 20l dosslere.

RID feels that the suggester did resurface & problem
that caused them to make procedural changes.

A $25,00 Avard based on intongivble Bepeflts
(SLIGHT /LIMITED) .

Approved For Release 2000/06/19 :GHAANRIXNAD 0SB 3RR000300030001-0
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SUUGEGTION MO, 61-h23; dated 21 April 1961
STATINTL - ﬁ: 08-6, Analyst
o RID, DD/P
Sty .t Buggssier proposed & "Flle Cencellation Foom"
— consisting of a duplicate snap-out Uype form

contatning a1l the inforpation needed to cbtain
concuryense for the disposition of o dossier,
This form would elimirate three staps in the
former procedure and also provids a record thet
the area desk coneurred in the cencellation,

Action Taken ] mmmmnmmmmaznmwmwmmmmw
13 April 1961. A form wos developed (July 1961)
to replece the cover sheét. The usw form wes
intanded for use in ths 201 Reviaw Program, but
eontained a section that epplied to the capcellatlion
or closing of 201 dopelers and wus imnsdintely
adopted for use in the cesss whore RID/CE mecommends

Probobly the merit of the suggestion (submitied
13 April 1961) would have been recognigzed and
edopted bad it beon evaluated prior to the
iustitution of the 201 Review Brogran.

An ovard based on ennuel savings of apPréWtely'
$360.00 wes recommended, in view of the clraumstences
involved. o '

Avard .3 A $20.00 Avard based on Tanglble Ssvingz of $360.00
apnually. \

DEBRGRVCGBEEIDDGRERTY
dated 28 April 1961
OIR, DD/5

STATINTL  SUUGESTION 0. 6l-ATi
STATINTL

87, Idbrarian

-8

Suggestar prozmﬁed‘hhaé peepunchasd minsograph paper
be ardersd for use In the Training Coursés at
I the hondeut wsvteriel.

Sumnary

STATINTL
STATINTL Action Taken

Chaiwmen, Suggestion Avards Comnittes, NN,

stated that this worth-whils sugssobion wes aﬁgggd
and has been in we at sioes Angust 1960,
STATINTL . ' o T4 has saved nmuch time- ' :

Averd A $25,00 Award besed on ITataugible Benelflis

(STacHE /LIMITED Y .
b
Approved For Relgase 2000/06/19 bﬁlmﬁﬁi@ﬁoa%g'%%\ﬁ§000300030001-0
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STATINTL - VW’ Gs-12, IdO-Cartograwfer

Summaxry ¢ Buggester proposed that a Contact Printer be located
with the Cartography Division. The eguipment would
expedite the constructlion of maps. -

Action Taken : ORR noted that the original suggestion made during

1953 d1d4 not then warvant adoption because: a) the
type of equipment then availsble; aud b) the nature
end volumoe of worlk.

On 10 July 1961 an order was placed for @ Direct
Printer which will it in with present work require~
ments. Furtherwore, the Prinmter would have been

l adopted at this time whether or not the suggestion
i had been made in 1993.

Award Recormended ¢t Certilficate of Appreciation.
Avard :  Disapproved.

% N AR BN ED SRR RN

SUGGESTION NO.F 62-3k: dated 2k July 1961
ﬂ. 05-9, Electronic Technician
STATEINTL o, DD/5 P ’

Surmary : This suggestion refers to an RS-l Portable Operating
/ Position.

STATINTL Suggester proposes that special cabinets he Wed

to secure and protect the unlis when used lo
STATINTL and similor instasllations. To date five of the

supzested cabinets have been constructed ond installed
Muiﬁh excellent results. ~
The Office of Communicaticns notes that "Although
many different types of special cabinets and other
‘ instellations have been prepared in the past, this

* particular portable opersti sition was actually
STATINTL used to neet a ﬂ requirenent.

l Senior engineers in charge of such installations were
enthuslastic over the efficlency of the cabinets and
the protection they afforded the equipment. The
suggestion offers intangible benefits in the SLIGHT/
IOCAL category. An award of approximately $50 is

recomuended for the suggester's initlative in meeting
an operational. requirement.”

Action Taken

i
|

Award

os

A $50 Aword based on Intengible Benefits (SLIGHT/LOCAL).

-5 -

&lA clg\}TERNAL USE ONLY
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, - SUQQESTION MO, 62-36; dated 24 1
STATINTL " ﬂf 6S~7, Intelligence Officer
o 00, ID/I

Summary t BSuggester proposed soms changes in ths Frocess Sheet
| for 00/C Collsctions (Form 25),
Action Taken ¢ Gontact Division, 00/DDI will adopt the suggestion

in part. The benefits derived from the suggestion

are intangible. Thers will be no savings finaneially

nor will there be any change in operating procedure;

: however, the forw will be easier to read and lesaen
the possibility of error for persannel in the Tield
and in Headquarters.

| Avard 3 A $25.00 Avard based on Intangible Benefits
: (SLIOHT/LOLTED) .

HERAEREBIRABPELEREESES

| SUGGESTION BO. 62-38: da 1961
STATINTL m‘“ﬂ ($2.95 per hour), Crater
STATINTL oL, o0/5,

Summary P 3 Suggester devised an elsctrically operated continuous
L belt (line) type conveyor from the table packers
STATINTL location to the sawer in the * This
conveyor, placed in operation 10 July X 1, trensmits

cargo control tickets used when a carton of peckaged
material requires a wooden box overpeak,

Action Taken ¢ OL investigated and agreed the conveyor reduces man
| hours formerly required for transmittal of cargo
! control tickets; eliminates some safetly bazards;
: allowe for additional "on<the-Jjob" man hours for

table packers.,
Award $ A $50.00 Avard based on Intangibla Bensfits
(MODERATE /LIMITED) ,
“f -
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MINIMAL AWARD CASES
15 Decenber 1961

'- sougeaTIOn 1, “6o-501s
STATINTL R

dated s April 1950
#q 05-13 GFE Officer

Sumuary D/Jzsumnuduumdnlumuuwuaudnr
' evacuation purposes. He Proposed the ccnversion
of axisting metal 3x5 card trays to sslf-contained
evaouation containers.

Aotion Taken t. O3 stated that this vas sn improvemsnt over the
: present method of preparing the oaxds for smergency
pouching, It would undoubtedly have comsidexsbla
werit in select stations and bages and should by
all means be inplawented if an individual chief of
a respsotive unit considers it to be én edvantage
of the organization to do.

Averd 3. Certificate of Appreciation.

ERUVRBARRPRIRAETIRN RN

f ' SUGGESTION N0, 61-41l: dated 30 March 1961
STATINTL ' *,’ G-, Aualyst
RI, DD/P

s

Sumnary & ¢ Suggester proposed & rearrangement of the format
of Foru 362 "Name Check, Document Service, and
Partial Conasolidation Request” to include
perforation helw the routing section.

Action Taken ¢ The suggestion stimulated a review of present
' uethods which resulted in proaedural changes.
These chenges eliminated the need for eutting
and taping the form each time a consplidation

of files is effected.

Avard t Certificate of Appreciation.

HERRREERAEDBPRERERERER

Approved For Release 2000/06/1 9@@|mm_895%0w000300030001-0
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STATINTL SUGGESTION N0, 61-456¢ L
, G8-11, CB Officer
=, O

Sumaery L~ : Buggester proposed the establisiment of certain
safaty neasures in locations having teletype
rachines.
Action Taken ¢ OB agreed with the suggestion. A survey ves nede

of the telatype machine end their looations. A
Hotice was sent to all telatype roous regarding
the safety measures aestoblished.

Avard : $25.00 Award based on Intangidle Benefits (srxamr/
1IMITED) .

**i***'**'.**il‘*i..

SUGGESTION NO, 61-5hh; dated 22 June 1961

WE"]., m

Suggester proposed that 201 machine listings be
released from RID to the Ared Divisicns without
binding with stiff paper back covers. The area
desk would utilize the stiff paper back covers
alresdy provided which 18ty approximately two
years.

Surmary

Action Token : RID stated that re-use of the covers vas discussed
when the machine listing programs were first initlated
but acknowledged the fact that this method of return

did not prove entirely successful. DDP Coordinator
arrenged to have RID place a sticker on each cover
reading; "Please return cover 1o RID Services
Braneh when no longer needed."”

Avard + An Award of $20.00 SLIGHT Degree of Benefit and
LIMITED application.

***l***?*******,***
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STATINTL

STAT,‘| NTL

STATINTL

SUGGESTTON NO, _61:540y dated 29 Jupe 1961
» G8-9, Bupsrvisor
Ay, DO/P

Summry ] WthmhrMotumm
the pre-printed cover shests in RID, ID/P. %The
cmmothnmum'bohnchwkoﬂmtl
mmorderto&uwmthemudpro-
nmbered routing sheets.

Actiom Taken 3 mmmmpmm,wmwwwm
of this suggestion, but 4id institute & changa as
a result of thie study.

Avazd. ' s Certifioate of Apprecistion.

FRRIANRBERIREIRSERRARS

Suggestion No. 62-43:  dmted 3 Auguet 1961,
' I, G3-11, Industrial Analyst
: OCR, DD/I

Summary 1 Suggester proposed that a status syubol "1" De
used in the status column to indicate which Town
Files contain information of the last five years,
and that a status sysbol "9" be ussd to indjoate
Town Files comtaining only informetion dating back
five ysars OI more.

Action Taken ¢ DAD/OCR etates that although not recommended for
adoption, the suggestion gtimulated an improvement
through the cessation of oue procedural step.

Award s Certificate of Appreciation.

BHERFBRGRBEBEBRNGRERS

SUGQESTION NO. 62-48; dated & April 1961

-5, Clerk Typist
, 0S~7, Admin Assist.

oCR, DD

Supmery 1 The suggesters proposéd. that ell multi-copy forms:
requiring typing on both sides be pre-asserbled with
the correct amount of copies using both IR {no

carbon required) paper and one time snap-out carbons.

Aection Teken c /Records Admin Officer noted that this suggestion
represents & winor break-through in forms mepagement

techniaue.

[ 2}

Avaxd 4 : An Award of $50.00 @ivided equally between the
Suggesters. referral to CSC. ’

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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Awvard s Certificate of Appreciatiomng

Q*QQ*GQ*Q'*****.I’QG

| emerIon 0. G061, Zatad 1o Septesber 1961, |
STATINTL . o ., 8-12, Coumo Spec Ops
o ] d
i Summary 1 Proposal made that mividual air-conditioning

units sinilar in size to automobile equipuwent be
installed in (or above) esch KW-26 rack {cousiu-
nications equipment). Alsc, that the exhaust
from the KN-26's be ducted to the outside of the
oparating room or into an existing exhoust duct.

Action Takon - t Office of Communications has beodn aware of problems
which arige when N-26 inatallations &re inadequately
cooled. Suggester's proposals have been the

- gubjegt of frequent discussions between the Agency
ard the KW-26 project sponsoring ngeucy. In theee

. discussions it was concluded that individuel alr
conditioning for each pnit would not be feasibla
bacause of the considerable design work and high
cost. Office of Communlcations states that the
air gonditioning usually carries the Ki=26 heat
load adequately but in the few problem areas they
are considering the installation of ducts as
developed by the US Navy. OC states that the
suggestion may leed to other improvements in this
P1eld of lowering the mean temperature of Ki-26
ingtallations, end recoumends a Certificate of
Appreciation.

Awaxd i Certificats of Appreclation.
Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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SUGGESTTON NO, 62-104: dated 22 Septenber | |
STATINTL G5-3, Clerk Typist
OTR, DD/8

Surmary H

Action Taken H

Award 3

Supgester proposed that the Agency Shuttle Bus
achedule cards be iuproved by imserting either
a horizental line or space between every third
or fourth line,

It is planned to republish the schadule when the
move to the new building is completed and to inelude
the suggested improvement in the schedule at thet
tine.

Certificate of Apprecistion.

*************#*****

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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7 February 1962

’ 5UGG, O, 61~4701 dated 10 May 1961
STATINTL G3=9, Secretary
y GS=4, Clerk-Steno

Compt, DD/S

Summary 1 Suggesters proposed that a locator board be procured and
stocked for all offices so that personnel may {ndicate
their whereabouts when temporarily absent from their offices.

Action Taken ¢ Comptroller's Office noted thst the idea has many ?tontial
variations, one of which has been in use by their Technical

Accounting Staff for at least four or five years - in fact,
| the TAS version of the locator board may have inspired the
1 V suggestion.

Since the principle of the suggestion has some merit, but
would have limited spplication, it is recommended that it
be publicized for the benefit of those offices which might
find 1t useful; however, the locator board does not have
sufficient merit or general application to justify the
expense of procurement and stotking the item,

Award 1 Certificate of Appreciation.
'EEEXEEEEERNE RN NN R NN B

SUGG NO. 62-2 s dated 3 July 1961
STATINTL m, GS=13, Chief, Military Section,
. 8
00, DD/I ’

Summary t Suggester devised a method of coding an alphabetical name
file by using colors, tab positions and a 3 digit code to
"permit retrieval of information in many particular
categories which, howsver, are frequently overlapping.”

Action Taken 3 This system was deviged and installed by the suggaster in
his section in FDD. The suggestion was brought to the
attention of meny offices in the DD/P and DD/I, all of .
which declined to adopt it. It is not used in any other
branches of FDD/0O.
It 1s a good unsophisticated system, and will be described
elsewhere by Records Adminisiration Staff as a result of
this suggestion, if and when the occasion demands.

Award Recommendeds Certificate of Appreciation.

DISAPPROVED by Committee - concluded suggestion was in

line of duty.
'FEEEFEEEREREE RE NN R ERXE.

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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STATIM’ﬁbro'iiv“eidﬁanor ’U:eammammsmmooosooeﬂ-o
? 14

»

STATINTL
STATINTL

STATINTL

STATINTL

Susmary 3 Suggester proposed a procedure for tightening the physical
control of CS 201 files and hav/RID discontinue the practice
of establishing temporary bromn folders for documents
received after a 201 has been sent cut on temporary loan.

Action Taken s The suggestion stimulated a review of present RID methods
which resulted in a procedural change. This change will
drastically reduce the mmber of temporary 201 folders
prepared each year, but more important, it will result in
getting together all documents on an individual in one
folder. The degres of benefit is SLIGHT and the extent
of application is I0CAL,

Award s A $35,00 Awerd based on Intangible Benefits (SLIGHT-LOCAL).
RBRBERRRIRABRRRRNBRN RS
SUGG_NO, 62-119 1961

ver

oL, DD/S

Summary s Suggester designed and constructed a Cargo Skidding Hook
for moving heavy cases from areas which are inaccessible to
fork 1ifts.

Action Taken 1 OL stated that although the suggestion has bsen in use at
thcm for ten months, the Cargo
Skidding Hook has been used no more than five or six times.
The suggestion offers a slight improvement over present
methods but because of its limited use the tangible savings
in time and effort are negligible.

Award s Cortificate of Appreciation.

LA L A B A 2R 2R L K N B I N K N

SUBG N0, €2-1%8tdated 19 May 1961
* GS-11, Investigator
0s, DD/S

Summary 3 Suggester proposed that the reproduction necessary for extra
coples of Parsonnel Security Questionnaires for OS be done at
.- the Printing Plant. This procedure to abolish the present
Vv system of reproducing the needed copies on thermofax and
autostat machines in the Office of Security.

Action Taken : This procedure was inauguaratsd on 16 June 1961 and has been
in continuous operation since that time. The action triggered
a study of OS procedures and as a result OS has eliminated one
of the six coples of the Personnel Security Questionnaire
previously required.

Award t A $25.00 Award based on tangible savings of approximately

$500,00 for the elimination of one copy.
L EE N R R A e
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SUGG NO. 62-171¢ dated 9 November 1961

STAJINTL — s GS=11, Analyst
- OCR, DD/I

Summary H Suggester proposed that the present transcript sheet used
in recording Model-Type information by the analysts include
a column for the 3-digit industrial code to be used in
picking up new Model-Type information by the area analysts.

Action Taken This suggestion has been reviewed by senior representatives
of the IR/CR Division and has been found to be of value.
It will require only a minor modification of the present
procedure and will be put into effect within 30 to 90 days.
It will be local in application since use of the "Model-
Type™ listings is not extensive.

Award 3 An Award of $35.00 based on SLIGHT Degree of Benefit with
IOCAL application.

% 5 % % %R RN E RN RN R EEEERER
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SeEallaRlafiwT
28 Septembex 1961
|  25X1A - :
pp——— |
SUBJECT t  Agenda fox Mﬁ@tiﬁg of Suggostion Awards C_omitteac

1o The CIA Suggestion Awapde Cosmittes ig gcheduled to meet on
Thuraday, 28 September 1961, at 2130 p.m. in Room 261),Curie Hall.

2. The following items are enclosed fox your veviews
TAB 1 «~ Tentative Agenda
TAB 2 -~ Hinutes of Last Committee Meeting

TAB 3 ~ Sumsary of Suggestions to be considered
. at this maeting, A

FOR THE CHAIRMAN, SUGGESTION AWARDS CCEBAITTEES

25X1A

Exscutive Secretary

. R g L ot ¥
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{Agends. Cons.)

&,

i
prR ]

6.

B+ Explains Public Tav 763, Tucentive Avaids Act

7o Explains functions of members {Volinghwmd tae
ravisors {Han-Voting)

D Explodas fupetlons and relabionships o Honer ard
Ereris Awards, Patonts and Inventions apd
Sugmestion Avaeds.

FHECUEIVE SECRETARY

L. Exploins kinds of cases which come befure Comdtdzo znd
1455 policy.

Be Legal reculrexerts Por sn umanincus voise and gpresls Trocedura.,
ife  Cash Award limitetions cnd related Gelogetion of awbthority.
¥, Line of Gubty rules.

E. Kilads of sumuestions vhich ave not mrocensed, and clope oun
Frovedures on CcR3zs Goandmously recormendad for disavproval.

Yo Miplmil Awerds Procedures.
IRCEWTIVE AVARES ADMINISTAATOR

A. Explains Ioventions snd petents and relnted essh awerds.

. Propoues chenges.

Ce. Asks Chairmsn to ooiain & vote.
EXECUTIVE SICRETARY

£, Espleins Suggestion Awards Progrew structure in the Agency.
CHATRMAT

&.  Invites discuasnicon.

B. Staves themz Tow new year, VINCREASED FUBLICITY AND PARTICIPATION

Old Dusinenn
25X1A

4. Sugrestions ot Setiled: No. Bisbe! ‘
Eﬁi 62»"235, bl

TR Ty M
RS U )
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PR S )

fAgands Sont.)

2. ¥Naov Busineszg
%e Vote on suspestices sttacned,

10 B linmroment,

Sugsexsion Lvwards Movie, YTIE POWER OF SUGHESTION' will be ashown

4 Teonme desiving 3o see it in:

Zeom 3H%-3 25X1A

Baiiaing -

impediately aiter the cowniiter meatiny.

FuEal~ReE-D
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SwE=CeR~E~T

2. We have had two Special Panel Meetings -~ 24 April 1961 meéting,
13 suggestions were consldered and $1150 was awarded. 27 June 1961 meeting,
12 suggestions were considered and $120 was awarded.

3§ As of 29 June 1961, we have in process 8 suggestions dating from 1959,
28 dating from 1960, and 114 for this calendar year, a total of 150 in process.

4, Since August 1960, the Clandestine Sexrvices Operational Suggestions
Program has received 50 suggestions, closed 40, lsaving 10 in process.

5. Under authorxity granted the Executive Secretary to ciose out cases
which are duplicates or which have unanimous recommendations for disapproval,
107 suggestions have been terminated since 21 April 1961,

FUBLICITY

500 letters wore sent, over the Chairman®s signature, to employees;, bothin
Headquarters and in the Field whose Entrance on Duty dates were Appil, May
and June of 1959 and 1960. These lettars stated that the Agency was
interested in the employees views and ideas about ways to improve their

work areas and the Agency’s activities. \ DBXAA

Provided the Office of Security with a draft of o [N v=9ino
participation. The Notice was sent 10 May 1961.

Summer posters were distributed to all Agency buildings in the area.

Announcements regarding the Suggestion Awards movie were sent to the
OTR Reglistrar for publicity in the Training Bulletin.

A brief article was sent to the Recreation Associatioﬁ Newsletter, which
will appesar in the next issue.

EROGRAM DEVELOPMENT

Attended and addressed a TSD staff meeting, at which time seven TSD
exployees rocaivod‘auagds totaling $1150.

Conducted a.training workshop for a Budget and Fiscal training course.

Briefed the Office of Personnel Division Chiefs on the objsctives of
the Suggestion Awards Program. :

Sent the revised Employee Suggestion Form and Evaluation Form to the
Office of Personnel Publications for printing.

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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The Agency has made majoxr changes in the Suggestion Awards Program
to make it moxe responsive to management neuds; to elimlnate twivial
propesalc, and to aliow for a moxe effectiv; consideration of the signi-
ficant cantributionss

g dare pg _Casgh $8 To de eligible for a cash award,
a suggestion must result in Tangibla Benefivs of at lsast $50. 1If a
suggestion produces Intanglibie Benefits, iti significance must approximats
that of a suggastion of $50. worth of measurable Tanglble Benefit.
Bosoved Awas J¢ The increased suale provides for payment of
a £lat 5% of the tangiblo savings up to $10,(00 and of one~half of 1¥
beyond $10,000.

JHE CHAIRMAN The Vice-Chairman announced the transfir of the Suggestion Awards
Staff to the Office of Personnel and expressed his regnt that M. Echols
could not attend the meeting.

25X1A thanked this Committee for this Fiscal Year 8 work, on
25X1A behalf of and of Mz. Echols. [ 21sc commendsd  o5x1A
125X1A B for her work during the past year. ,

25 Gozmant by [N | '
25X1A _Ncomnded a Suggestion Bullstin for exchange of ideas.

The Committes approved the following actisn for the suggestions

indicateds
latal Awmand Benefits ox Savings
PI 58-261 $ 100 “ntangible Bsnefits (Mod-Loc)
59303 n.b. To be equally shared by

the two suggesters.

n.be Committee recommended an
interim Notice to advise
all smployess of this
simplified way to classify
documents.

F 60-326 $ 150 (Interim) Intangible Benefits (Mod-Loc)
n.b, I 2ppeaied
25X1A as & witness on this case.

n.b. Committee recommended, in
addition to the cash awaxd,
that a commendation be ssnt
to this suggester ovey the
Deputy Director (Plans)
signature.

Approved For Release 2000/06/18.5-€lA-RBP80-00832A000300030001-0
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{Committee Action conto)

Suggeation Nuabex Ioial Award Benefits ox Savings
60=448 ‘ $ 235, (Tangible Savings - ($4,219.38)
. (Intangible Benefits (Mod-Loc)
61-102 $ 50 Intangible Benefits (Sl-Ext)
61-267 $ 100 Intangible Benefits (Mod-Loc)

nobe Also refer to the
Civil Service Com-
mission for consider-
ation of other Agenciss.

F 61-306 $ 150 Intangible Benefits (Mod-Ext)
61-321 $ 50 Intangible Benefits (Mod-Lim)
61400 $ 170 Tangible Savings - ($5;700.00)

n.b. To be aqually shared
by the two suggesters.
61-407 $ 125 {Interim) Intangible Benefits (Mod-Loc)
25X1A nob. I 2ppeared
as a witness on this case.
nobo Committee asked that it be
referred additionally to
DD/P components, RI, CI, FI,
61-445 $ 100 Intangible Benefits zﬂod-l.oc
61-466 $ 150 Intangible Benefits (Mod-Loc

Suggester proposed a modification to the sysiem of organizing and
fi1ling CI cass files. :

1960
s GS=10, Intelligence Officer

The Executive Secretary was asked to resubmit this to DD/P for
additional study, because the Committee believed that the recommended
“Eiling Categories” had been a filing requirssant for many years.

W The meeting adjourned at 4100 p.m. 25X1 A

Approved For Rglease%mgﬁs : CIA-RDP80-00832A000300030001-0



Ap,goved FogBelease 2000/06/19 : CIA-RDP868=608324£00300030001-0

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0



\Approvedeor Release 2000/06/19 : CIA-RMO-OOMAOOO300030001-0

SeE={oReE-T

28 September 1961

SUGGESTION Wb, 60-257: dated 18 Noveuber 1959 S

08-13, 68 Officer
25X1A | T .
SUGGESTION NO. 61=17h:
25X1A m, G3-13, 08 Offiger
08, DD/8
Ao

Buggester proposed cousolidating the two sets of flles in |
the Identification Secticn Offics of Seourity. Thege files conc
m,wmmmwaummwmotmm
ployees. _

- Pres 5 Methods Rt : :
serisl mmrtngimtu;a, security violations, ote. Tue cther
#1le eontainsg yhotogrephic negatives and plotures of cach eme
Ployee. '

havin to search for recards in two £iling csbinets. It would
a.lsomsave the cost of extra help that is given to the Idsntifi-
cation Secticn to sseist in kecping ebireast of the present work

load.,
RO, 61-)Th

proposal substantially the ssne as 50-357 exoept
M?WJM%Mmmm. Code

Approved For Rele8e8-260838%/19 : CIA-RDP80-00832A000300030001-0
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8«ECeRoFaT

chiefg Building Security Branch, Physical Securlty
Division, stated:

Y

b

Bo

Advantege ould eliminate looking two places
pg;t.o:uph:and INM cards, and lessen cone
fusion during the rebadging qpeuti.on yrior to

the move to the new building.

ssdvanteges: (1) The envelope will not elimi«
ﬁummdfwamoﬁmemwt:en;m
or shipping negatives. (BAC*S comment: " ‘
the second envelope wes eliminated by adoption
of Buggestion Koo 61174 sbove, per o

Committee. 25X1A

sought in the suggestion.
the Building Sesurity Breush feals that although
the suggestion bas merit, 1t cannot be pte
eince the fects against it outweigh those factors
for it.- , ,

1; the » retained
ﬁ the THU anetm," 08, as & .vutmw
ceipt for issuance ol
snforasticoal purposes. (2) The emvelope vill
alac bold the ™ sad negatives,
:: ::.'naa cperation of two, ‘The Chisf,

Approved For Releas8%¥08dickfo : clA-RDP80-00832A000300030001-0
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SeE«(<R=E-T
SUGGESTION NO. 61-174h (Continued)

vory difficult to determine the number of man-
hours or the actual dollar savings achieved by
the adoption of this suggestion, but tho degree
of bvenefit will be moderate with a considerable
modification of filing procedures; and the ex-
tent of spplieation is considered to be loral,
affecting only the operstions within the Badge
office. (k) The suggester has bLeen assigned to
the Building Seecurity Branch as a Special Proe
 Jecte Officer and his work has not been direetly
rolated to the dailly functions of the Identifica~
tion Section (Badge Office). One of his main
projecta econcerned the design and fabrication of
& new ldentification badge for Staff Employees.
Ris suggestion arcose in connection with this pro-

Jeet.
b. Chief, Records Mansgement Staff stated in Part:

(1) The use of an envelope to house the finished
badge, film negative IBM card snd extra photos
vill have a direct bearing on efficiency in the
Offiea. Tais idea brings together three files in-
to one pecksge, making only one file seaxch nec-

or question.: In sddition,

Co the Executive

Insentive and Suggestion Avards CommiStes fxom 25X1A
25X1A I forner Cheirmen,dfsted
ment .‘*'3 . . .

N -3- .
‘ S\sEmcaR-Es‘f' ‘
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SoE=LaReEsT
SUGGESTTON NO. 61=17h (Continued)

2, $75.00 Avard based upon Intangible Benefits (Moderate-
Limfted)

r] ‘g’éam Certificate of

Appreciation

25X1A

- o At
-/w/dww W”’“"Zj M

A
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14 July 1861

- A
?’

ad

MEMORARDUM FOR: Chairman, 08 Incentive and Suggestion
M’Gmi‘btee

SUBRJECT Suggestion #61-1Th = Res Suggested
' ¥ Revision of Bedgiog Records

1. A questicn has been veised by the Exscutive Secretary,

Avards Committee, relative to the line of duty status
STATINTL . cuggestion. Based upon aveilsble meso-
yvanda snd conversations with individuals concernsd, the following
factors pertaining to this guggestion have been ascertained.

2. NN £irst svbmitted this suggestion 23 Hovember

STATINTL 1959 Ea Buggesticn #60-257, st & time when he was assigoed to the
Building Security Branch as & Special Projegt Officer. m“ tuu’
hemmmmmwmmmmaeaum ‘ti
noy was he involved either directly or indirectly in the operation
of the iIndentificution Secticn of the Building Security Braneh(‘{ )
This gtion vas subsequently evaluated end disapproved tech
went “A% )

. The second suggestion (61-1Th) vas received 21 neeenb:r
1960,3m1smmmwam\mmmorm¢mmsugm
gestion. mmn:mmmumwgmwo

STATINTL This evalustion indicetes that IS vhii:n n ..mvol.“ A
mmwmtmdmxwmumm " wt
mmwmm.mmeeumwmw a;ﬂ“_
Ammmsmmzmw“nmm

b nmmmmdummmwm
STATINTL whieh mmbhmm:Wdﬂn .
STATINTL 1fioatis 1on. e mnndmm
for fabriseting the new " upon completion the fabricas

Coloh IoHoTwBeReloAul, Uslel Onliol-Y S
Approved For Release 2000/06/19 : CIA-RDP80-00832A00 30001-0
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would revert to the Identification Sectlic.. Thus,; es supervisor
in charge of the fabrication phase, vas free to inio

tiste any working file systenm he . sppropriate. He there<
upon utilized the procedure cutlined in als suggestion. Upon
completion of the fabriecation phase of :his Project, the ldenti-
ficetion Section will recelve all the -uw badges prosessed, in

acsordance with N >1iz1nel iuggestion. Since to re-
vert to the method presently used by t.e Identification Section

would require s ¢ lete reworking cf 'hie system, it is safe to
sasume t::mw Prucedure will be carried on
by the I on ot. '

Jo It is also to be noted that anothey evaluation performed
by the Chief, Records Management Sta’’, indicates that one phase
ot— suggestion, namely tii: use of an envelope to house
the finished badge, filn negative, Ii{ Card and extiw photos, has
& direct bsaring on efficiency, proviies a neat package of standsrd
size for filing mnd should be swardsi, (Attachment “C")

6. In summary, from the facts outlined shove, it would sprear
that hed mmggeaﬁm vhon originally submitted been
approved [ tine he had no direct or indirvect super-

vision over the Identification Sect’on and, therefore, nc: authority
Yo personally implement his suggestion, the suggestion would not
“mmeG Em,llnﬂvmmmwmght
hed the authority to utilize his sugpsted procedure for working
files, vhich he has dome. He still swould bave no suthority to
require the Identification Sesction to retain his system upon cone-
Pletion of the fabrication phase, but the volume of work invelved
in changing it back to the 014 bedging control method prestically
sssures that it vwill be implemented by the Identificatiocn Section.
Here again his lsck of authority to require implsmentation of his
systen does not th him and; therefore the suggestion

/v/
STATINTL
. | c,ﬁ'v*
CeloA TiNToEcR-Hahel, UnSoE OololeY

STATINTL

STATINTL

STATINTL

STATINTL

STATINTL
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29 June 01

SUGGESTION NO. 61-239: dated 7 Decenmbey 19650
: G3=10, Intelliger.c Officer 25X1A
D,

) 4

Suggester proposed a modification to the systen of organizing
andl filing CI Cese Files. Her plan is o have thr 201 File ass the
besic file for each ease. Ounse the basic file 1, opened, appro~
priate pubdivisions within the 201 would be est,»lished, coupled
with & numbering system to it into the Docume:¢ Locator System.
Since each cese 13 unique, subdivisions could be opened st the will -
of the case officer, Ssome wight requir: a rection on Commmications,
some om liaison, ete. ).

The former method wae to open a 201 File on the mein individusl
in the csse, then add to this 201 File, mizing together vhat was
properly 201 material, operational reporting, produetion, perscuality
informatian, etec.

B. r of Evelvetion 25X1A

~ The suggester’s system is now in operation in *the_
FE Division. In addition, the DD/P RMD stetec:

"This suggestion is being worlmd into & somewhat °grendsr scheme®
to provide filing guidance soross the boerd, Since it has beeu a-
greed to in principle by & CI Stalf vepreseatative and the D, and
clearly solves the problem in the Division vhere 1t ig in use, there
is no question but that the essential portions of the suggestion will
be adopted and put into effect.”

"The suggester has shown considersble initiat 25X1A
this system snd in putting ii mmummm
25X1A W Cutef, I stetes: "This is o \ 25X1A
n vhich conbines two advantages:

1. An improved persomality index vhich enebles cese offioers
to find names quickly and efficiently.

2. Mwmmamm»msummm-»
terial, (It 2lso meete the requirements of the CS Records
Retrieval System).”

Approved For Reléase 3500/06/19 : CIA-RDP80-00832A000300030001-0
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SUGGESTION NO. 61-239, continued
25X1A

also said that this new system has proved signifi.
cantly advantagecus for recording & new, compliceted Operational
Project. Five pecple bave been sssigned to the cne project and Mr,

25X1A s248 that if the files had bsen crganised according to the old

system he would heve nceded one more G8-5 elerk at $4,345 per annum.

Co

1. Not in linesof-duty -

2. $100.00 Interim Awerd based on Intengible Benefits (Mod-
erate=local).

3. Reconsider the case in cne year to determine the full value
of implementation within the entire DD/P.

D. Deeision of the Committee

.. Adopted ‘ . Award Cartificate of
— — =Apprecistion
oo Not Adopted "

SEE ADDENDUM-NEXT PAGE
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28 September 1961

SUCORTPION HO. 61-432: dated 1B April 1961

25X1A

Ao

B,

C.

25X1A_a oy ed Fof ReTEESSlBBaFre-tapk

(Sell, Avlio Technician

That an external pover scupector be added to the MP«h
series terminal boxes. This is for use with IC (mot AC current).
Kote: The MP-L 1s ap emplifier used to boost the swdio signal
go that 1t may be recordad bettoer. _

Advantages s
This improvement will eliminate the need fof unséyewing
and rescrewing the terminal bumes of the MP<} series. Also,
the task of inserting and removing the six flashlight batteries
will not be necessary on permanent installations es externel
batteries will be used ingtead. :

The external pover connesxtor will save about 35 minutes
for the praparation and testing of each unit for acéeptance or
shipping test. Similar sevings will be reelized vhen the equipe
ment {8 received in the field ond algo when it is checked again
before operationsl use.

.‘/\ )
As & remilt of this mﬂim,@w&rﬁ 200 unite of
BWA-Gs {external power conpector to the MP«i):; Tius far 100
upite have been received from the couirastor.

.- Cextificate of
. Appreciation

-WQQ’Q300030001 -0
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28 Septermber 1961

SUCGESTION NQ, 62-50: dated 6 April 1961 -

' ., GS-12, Budget Officer
25X1A 08, DD/S ’ '
A, Summary of Suggestion

25X1A

25X1A

B.

25X1A

25X1A

The suggester recoumended that Confidential Correspondents ,
engaged by Special Agents in charge of Office of Security [ 25X1A
Offices be reimbursed for their claims directly through check
issued by the SAC on his revolving fund.

Former Method: Due to securlty and cover restrictions,
vouchers from correspondents were procesged through the Office
of Security [ O£fice to Deputy Director, Investigations and
Operational Support, Coordination and Review Branch, thence to
Budget and Fiscal Branch, Office of Security. Postings and
records were compiled before the documents were sent to Finance
Division, Office of the Comptroller for audit, certification, and
other steps necessary to have a covert check issued. Checks
1gsued were forwarded through the Office of Security and then to
the [l office concerned for further transmittal. This process
required additional records and correspondence.

New Method: Effective 1 July 1961, with the comcurrence of
the Comptroller and all required divisions in the Office of
Security, the syestem proposed by the suggester was adopted.

Smmu,ag of Evaluatlon

Chief, Administretion and Training Btaff/08 etates that the
following advantages will occur:

1. Avolishment of sbout 135 files in the 05/Budget and
Piscal Branch.

2. Elimination of posting approximately 80 vouchers wonthly.

3. Termination of processing appmmﬁly 80 checks monthly
by the Finance Division and separets transaittal of the
checks to the ot Lices. : '

h. Consolidation of the ontir&_ Tecond of expenses by each
) office into a single monthly report.

5. Reduction of reimbursement time from alwost one month to
three or four days. This should certainly improve the
attitude that professiopal people ve engage have toward
our financlal procedures. ‘
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SUGGESTION NO. 62-50 (Continued)

C. Recommendation of the Executive Becretag

1. Not in line-of-duty.
2, $100.00 Avard based on Intangible Benefits (Moderate-Local)

D. Decision of the Committee

o/
—————— pted Avard C
Not Adopted l  —— ———oCertificate of Appreciation
25X1A
suts [V
W’(\VVQ .
-2-
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28 Sepumber 196L

SUGOESTION NO. 62458: dated 14 t 1961
g3, Packer PFo
STATINTE e o

Ao r of Suggestion

Buggector devieed en improved produciion method for the sute
ting and hevdling of polystyrenes expanded foam used in warehouse
packing operations. He advcsated that for large scale pesking cp-
erations; an existing bend sav be used to allow for & maximm depth
eut of six {nchas. B2 salso preposed that the machina be modified
with an afjustable motal fense to provide true cutting gutdes. (

STATINTL adopted at in early August 1961 end at STATINTL
STATINTL pmm in aa_mm %:J - I ’ ‘

Prior to adoption of this suggestion, tie warehouse used an
electric table say with a knife blade with o waximum depth aut of
two inches. (This equipment will eontinue io be used for eutting
single shea)ts of foam for patking extremely small snd delivcate
equipnent. .

1. Supply Divisicn fourd 1t uot only Lproved the mechanical
’ operation of cutting foem but slso "woking operation pro-
colures as follows: ;

8o Onommmcmrmrwanmm.mlu-
dueing waate of material by liziting each packer
in the sixe and quantity of fosa used.

b. Reduces tize packers sre avay fiom pecking tablss
to cut foanm for theivr own use,

o mmamhﬂuhmmnﬁnbueblm
which, up until sdopticn of this suggestion, was
.wfwmmmtmgo

2. Ol.eatmmthatmduuruu.ndmhmu
& result of this suggestion will be sbout $800 anmually.

Colwh JaRoPTuBoRoNeRAel, UnBaR OcNelsY
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SUGGESTION N0, 62-58 (Continued)

3. Results of SAS investigation of this case:

8. @&. This suggestion placed fosm packing operations on a
production basis in the werehouse. Before thie pro-
- posa) was adopted, they were using one single sheet at
- & time in the table saw equipped with e knife blade; use
of the band saw machine permits placing five or six
sheets at & time within the cutting guides. ,
b, whﬂcucashu.mdotﬂOmldbemtedbuedupon
tangible savings of $800 in the
lone it is also recommended that intangible benefits of

STATINTL Moderate-Local =50) te spplied beeause of adoption
at better safety and just the genersl
duve % of & better profuction method. Total award

STATINTL

recommended $75.00.

$40 ~ based ble savings of $300 amually

§35 - based upon intangible benefits of Modsrete-
local es explained in 3b, above,

Certificate of
Apprecistion

STATINTL

Colel JYalialwEeReNefAwl UsSuE OuN=inY
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29 June 1961

25X1A
uesoranpis Fors [
SUBJECT t Agenda for Meeting of Suggestion Awards Committee.

j. The CIA Suggestion Awards Committee is scheduled to meet
on Thursday, 29 June 1961, at 2:30 p.m. in Room 2611, Curie Hall.

2. The following items are enclosed for your review:
TAB i -- Tentative Agenda
TAB 2 - Minutes of Last Commiitee Meeting

TAB 3 —- Summary of Suggestions to be considered
' at this meeting.

TAB 4;=- Summary of Minimal Awards

FOR THE CHAIRMAN, SUGGESTION AWARDS COMMITTEE:
25X1A

ot
v

. Executive Secretaxy

§ei EmlComRew BT

"Ap.proved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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Regular Meeting of the Suggestion Awards Commikttee

Thursday, 29 June 1961

AGENDA

1. Call to Order

2. Minutes of last meeting .
3. Report by Executive Secretary
4, Comments by Chairman

5. ©Old Business

6. New Business
(Vote on Suggestions Attached)

7. Adjournment

Approved Eor-Relpasg-2000406.19 uQiA-RORS0-V0832A000300030001-0
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¢o  Since August 1960, the Clandestine Services Opsrational
Suggestions Progrom has received forty~three suggastions, closed
thirty suggestions, and has thirtsen in process. .

d. Under suthority granted the Executive Secretary to xasolve
cases which ave duplicates or which have unanimous recosmendations
for disapproval, B3 casas have been terminated since 23 Fekruary
1961, :

¢. Publicity We hava shown the Power of Suggestion to Manage~
ment Training Courses, Budget and Fiscal Offlecors® Coursa,
Juntor Officer Trainee Course and to Clerical Training Pro=-
gram.  Soms 150 DD/P parsons in I, J, K, and L Bulldings
have seen the movie thyough speclal invitations.

We have distributed Incentive Awards News Notes to all our
Coozrdinators.

We have sent ovt forty-five Anniversaxy Cards &o formor Suge
gsation Awards winnars.

Mahhed 8 booth at the Support Exhibit, and discussad the
Program with many students. o

Attended Coremoniss in Office of Security, Comptroller’s
Df£fice and in Records Integration Division.

Preparad up-to-date consolidated lists of Suggestlon Amards
winners for our Comnittee membars -~ (handed out this date)

Have aleo prépared a publicity letter for the Chalrman’s :
signature, addressed to personnel on the occasion of their
figst and second Entrance-On-Duty Anniversary detes.

fo van. Dayalovasot,

25X1A Mot with F to launch an internal
OCR Suggestion Avards Programe '

25X1A Visited —ana conducted a workshop for the Public
Works parsonnel and ghowed them a work simplification movie.

Also presentad a lectuze and discussion to Staff peraonnel
== ghowing them Agency movies. - .

The Chairman submitted a plan to the Comptrolleor whereby
*"Directionalized Suggestions” would be invited from Budgat.
and Fiscal persons to ald the programming of the new 301
Computer. . v

Staff activities « Attended Civil Sexvice Commission conferences

and reviewad several Suggestion Awaxd films made by private
industey and Department of Dafensa.

Approved For Release 2000/0__%19 : CIA-RDP80-00832A000300030001-0
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25X1A

g. Our favorite suggester, “ who revolutionized the
project and przogram reporting systam, tor which this Committes
paid & $450 Award, has since subzitted a significant proposal to

revolutionize Government Budget raporting = briefly he proposes

that Budget reports be on a five-year basis instead of a thxsa=
year basis.

The Bureau of the Budget is reacting {timidly) to the proposalj
but the suggester, undaunted, is obtaining help in writing his
proposal from I the Agency expert on "writing techniques.”
We have high hopes for this one too.

The Committee approved the following action for the suggestions
indicateds ’

61-172 $ 40 Tangible Savings - $764.92
F 61-246 150 Intangible Benefits {Mod-Loc)
61-2%4 | 35 Intangible Benefits (Sl-Lloc)
61-292 50 Intangible Benefits (Sl-loc)
61-340 4] Intangible Benefits (Mod-Lim)
F 61-354 50 Intangible Banefits (Sl-lLoc)
61-391 ' . 60 0 Tangible Savings - $1,233
Cexrtificate of '
Appreclation 77P

J /ﬂ Ly i) IR
- _
P1 60-203 ~ dated 13 \ugust 1959

25X1A

The mseting adjourned at 3120 p.m.
25X1A

_ , Executive Sscretary
Approved For Release 2000/06419 : CIA-RDP80-00832A000300030001-0
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25X1A

Chairman
Suggestion Awards Commltiee

25X1A

Acting Chaliman
Suggestion Awards Committee

§wEnCeR=E=T
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29 June 1961 :

SUGGESTION NO. PI 58-361: dated 25 Februazy 1958
’ G§=9, Admin. Assistant
25X1A Office of the DCI S

Suggestion Mo, 59-305s dated 9 Februaxy 1959 ‘“\ ot
GS-7, Secretary ) /\y,f)
25X1A WH, DD, \

NN

1. Suggester proposed the use of a machine similaxr to the charge-a-
5-}/ plate to classify all copies of typed material at one time prior to
{ removal of the carbon paper. The three most-used classifications, 1.e.,
, CONFIDENTIAL, SECRET, and TOP SECRET would be used. These stamps would
J"Q Y sbe inked from a common container on the machine, thersby inking the
¥ original of the typed document —' the carbon would be classified by
ﬁ pressure and therefore would be carbon colored.

2. Suggsster proposaed that the offlicial classification of all docu-
ments be typed at the top and bottom of pages (original and carbon
copies) 1.@.; S=E=C~R=E~T and CoO-N-F=I-D-E-N-T-I-A-L, as the document
is being prepared. TOP SECRET would continue to be shown in red stamp
as in the casze of cable preparation.

Ba

L. Suggestion No. 58-361 contributed toward ths favorablie considera-
tion of No. 59-305 in that 0S agreed that carbon imprints from the
machine stamp on second and succeeding copies of documents would be
permitted except for TOP SECRET papers. Although 58-361 was not adopted
becaugse an economical machine could not be produced;, the exception to
25X1A  marking in red that was granted establisheéd a precedent and diractly
resulted in favorable consideration of %9-305. o

2.  Security Handbook | EEEN: - publication) governs the type- 25X1A

written classification of documents. The Handbook states, in parts .

“Wihen many copiss of a document (rot normal correspondence) are Lyped
- rather than reproduced by other means, the use of hyphenated classifications

for efficlency purposes 1s permitted for material which is to remain in

the Agency." (See Attachment "a") ‘

3. Business Machines Staff evaluates this as a. gaior change but with
limited potentlal value and only local in application. ILLEGIB

4, Records Managsment Staff prapared proposed chanées to Regulation
25X1A M for implementation of Suggestion 59-305 and rated the case as
Moderate-Local. '

l. Not in line-of-duty.

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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-’
Suggestions 58-361 and 39-305 Continued

2. $100,00 award based on Intangible Benefits
: $50.00 Awaxd to ugg. 59-305 25X1A
$50.00 Award to for Sugg. 58-361 "
(ot 0018 (P Caloheo U o oot of dae. |
Cyy

__Award Cartificate of Appreciation / hda,

-2
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25X1A ®

: C-O~N-F-I-D-E-N-T-I-A-L o
- - -/ 0

| P

b4 X

‘ SECURITY
| 1960 -

d. METHCD OF MARKING

(1)

(2)

(3)

(v)

(5)

Defense classifications sball not be preprinted on blank paper
except with the approval of the Director of Security.

The classification of documents shall be marked preferably

in red by the use of & rubber stanp, stencll, classification
plate, or other appropriete means, except manuscripts prepared
for photographic reproduction. In such instances the classifi-
cation ehall be marked im black or other color auiuble for
photographic reproduction.

Printed documents including charts, wape and dravings shsll
bear the appropriate cleasification in type which 18 conspicu-
ously larger then the. type used to reproduce the text of the
document.

c

The classi.ﬁcatioﬁ of information to be reproduced from stencils

ditto masters, duplimats or other similar media may be typed
onto the master in all capital letters and byphenated, ez.,
3-E-C-R-E~T, C~0-N-F-I-D-B-N-T-I-A-L, When many copiles

of a document (not normsl correspondence) are typed rather than
reproduced by other weans, the use of hyphenated classifications
for efficiency purposes is permitted for materisl which is to
remain in the Agenecy.

Blank forms may be preprinted with a classification under the
following circumstances:

(a) When the incompleted form is not in itself considered
clasaified and the words "when filled in" are printed
below or to the right of the preprinted classification.
These incompleted forms will be handled and stored as
unclasaified material.

{b} When the incompleted form is in itself considerwd classi-
fied sand is preprinted with its appropriate classification.
These blank forms will not contein the words "when filled
in" and will be handled and stored according to their
classification.

When the incompleted forms are unclasgified bvut should be
handled as controlled matters, an appropriste control stamp.
mey be preprinted to indicate that special handling and storage
ara required by regulations.

C-0~KN~F«1-D-E~R~-T-I-A~L

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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SUGGESTION NO. 61-102: dated 26 August 1960
' o9 GS5=9, Operations Offlcer
" 2x1A I——

B.

C.

D

Suggester designed a form which would enable a case officer or

clerk to record and detarmine the status of a given agent at any time

for UD/P operational use. Thls form,to permit quick reference, would

elininate the time-consuming job of pulling individual 201°s.

In the past, case officers kept individual bootleg forms for
recording information about their respective areas of interest.

Mow, with a standard DD/P form, the case officer can turn his desk
over to a new man with a ready reference which will indicate Headquarters’
action and a brief summary of the agents® status.

As stated by the suggestexr, case officers did use individual boot-
leg forms as a solution to this common problem. The Forms Management

Branch, in conjunction with the [LP/RNO, w._fgm
{Agent Clearance Record) which encompasses the intent of the suggestion.
This form covers thirty items, with provision for optional items, and
more than covers the items suggested.

1. Not in line-of-duty. gﬁﬁ I( f

2. $50.00 Award based on Intangible Benafits (Slight(Extended)
adopted D) award Certificate of Appraciation

Not Adopted

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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Ao

Bs

25X1A

25X1A
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29 June 1961

dated 7 December 1960
oy G5-10, Inteiligence Officexr

25X1A

Suggester proposed a modification to the system of organizing and
filing CI Case Files. Her plan is to have the 201 File as the basic
file for each case. Once the basic file is opened, appropriate sub-
divisions within the 201 would be established, coupled with a numbering
system to fit into the Document Locator System. Since each case is
unique, sub-divisions could be opened at the will of the case officer,
{some might require’a section on Communications, some on Liatison, etc.)

The formeyr method was to open a 20) File on the main individual
in the case, then add to this 201 File, mixing together what was properly
20) matexrial, operational reporting, production, personality informa-
tion, etc.

25X1A

The suggester’s system is now in operation in the -Branch,
EE Division. In addition, the DD/P RMOD states:

"This suggestion is being worked into a somewhat "grander scheme"
to provide filing guldance across the board. Since it has been agreed
to in principle by a CI Staff representative and the RMO, and clearly
solves the problem in the Division where it is in use, thers is no
question but that the essentlal portions of the suggestion will be
adopted and put into effect.” ' i

"The suggester has shown considerable initiative in de igning this 25X1A
system and in putting it in effect in her own _" SEX1A

q Deputy Chief, I states: "This is a notable

improvement which combines two advantages:

"l An improved personality index which enables case officers to
find names quickly and efficiently. '

"2, More organized and faster access to other operational material.
(1¢ ﬂ?o meets the requirements of the CS Records Retrieval
Systenm )"

B : 0 ssid that this new system has proved significantly
advantageous for recording a new,. complicated Opesrational Project.
Five paople have been assigned to the one project and: NN said 25X1A
that 1f the files had been organized according to the old system he
would have needed one more GS=% clerk at $4,345 per annum.

Approved For Releasg.200G{06A1 9 : CIA-RDP80-00832A000300030001-0
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SUGGESTION MO, 61-239, continued

C.
1. Not in line-pf-duty.
2. $100.00 Intorim Award based on Intengible Benefits (Moderate-Local)
3. Reconsider th'e case in one year to determine the full value of
implemntati.:m within the entire DD/P.
D.

Adopted . Award o Cextificate of Appreciation
Not Adopted

-2-

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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SUGGESTION NO. 61-267: dated 4 1 e
: GS~11, Electrical Engineer . i~
25X1A : e ,_
» DD/S Ly

A S\smary of Suogestion L

: . 030001-0
Aprsoved For R®€ase 2000/06/49.: £1A-RDP80-0a#32A000300

29 June 1961

P
DI

Suggester proposed that the character arrangement of tﬂL standard
teletype machine be changed to conform with the binary code and that
Processing of the binary coded decimal be unchanged.

. This direct readout of the binary coded decimal is impiemented by
Te-arranging the bagket on the N-15 or M-19 teletype machine. Thig
bagket can be used on either machine to make {t into a BCD to D con-

- werter.

Under the former method, processing numerical information by
machine required information in binary-coded decimal form. In order to
obtain comprehensibie information from the machine, it was necessary to
convert the binary coded decimal to decimal form.

Under the proposed method, it takes approximately one hour for a
person unfamiliar with the character box of the M-28 to transpose
characters. A person with experience can do the transposing in a few
minutes. Suggester reports that a special binary code, which produces
a punched tape at 600 wpm, was run into an M-28 machine with a coded box
and the system worked perfectiy.

B. Jummary of Evaluation

Co

D.

The Office of Communications, the only area of the Agency where
this suggestion applies, states that this suggestion has been operated
on a practical bastis in connection with electronic studies. The sug-
gestion has been fully implemented with gratifying results.,

The suggestion rapresents congiderable modification of an operating
procedure, has a high potential, and affects the work in at least one
Branch of the Agency.

It is also suggested that the process be circulated to other govern-
ment agencies for their possible use.

lc Not in lin."Of-dutYQ

2. $100.00 Interim Award based on Intangible Benefits (Moderate-Local)

3. Refér to Civil Service Commission for consideration of other Agencies.
“EnneE——.

o0 ‘
——Adopted \og ' & 2"56‘6_0 106 Ho=-CPAHRE PHY.0d84m1000306030001-0

Approved For Réeas
Not Adopted
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29 June 19631

SUGGESTION NO. 61-321: dated 20 Apri
‘ s GS=11, Intelligence Officer
STATINTL ﬂmb, 00, DD/I

Ao

B.

Co

Do

Suggester proposed the construction and use of a small portable
sound booth which can be placed on a desk or table to reduce the amount
of sound from conversation, telsphones, typewriters and other noisy
machines.

The soundproof booth consists of two parallel walls and a back

- (1ike 2 box from which top, bottom and one side have been removed). The

booth is portable, inexpensive (less than $9.00) and small so that ample
working space is available on the desk.

sumaary of Evaluation
| STATINTL

The Deputy Chief, Europe/* 00/FDD, reports that where
a dictaphone or tape recorder 1s used on an infrequent basis in a room
occupied by others, and where there is noise which can interfere with
recording or listening, the suggested booth can be used to advantage.
When a projector or other equipment is operating in a room, the booth
will help eliminate noise which interferes with either the movie sound
track or conversation. The suggested item is highly desirable when
lazrge rooms are occupied by many employees and some degree of privacy is
desirable for a limited period by personnel working with sensitive docu-
ments. . '

Tests prove that the booth reduces the amount of background noise
picked up by recording devices and does aid in muffling the noise of
operating machinery. The principal benefit of the booth is efficiency
of operation and the production of a more useabls product for the ulti-
mate consumers, 1.e., a translation dictated on dictabolts in an area
where background noise is reduced is much more audible to the listener,
thus reducing the need for re-running the belt or re-checking with the
translator.

The degree of benefit is moderate and the extent of application,
local. An award of $12%.00 is recommended.

1. Not in line-of-duty. ,
« 2. $50.00 Award based on Intangible Benefits {Moderate-Limited)

Certificate of Appreciation

¥ Ad%élgedase 2000/06/19 : CIA-RDP80-00832A000300030001-0
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SUGGESTION MO. 61-400s
25X1A

datad

iczophotogrépher
y GS=4, Hicrophotographer

Suggesters report that in the Machine DiviaianﬁDGR, all documents
microfilmed must be identified on the microfilm resl by a consecutive
mamber. This number is entered by microfilming a sequentially numbered
flash card (numbsred 1 through 250) just shead of the document. To
complete the process, the reel number and flash card number must’ be
written on the document cover shest and corresponding code sheet. Docue
ments are micrefilmed in batches of 15 to 18 documents each. When a
batch is completed, the resl and fiash number entries made on the docu~
ment and code shoets must be verified. The reel number and flash
nunber ars used to correlste microfilm imsges with aperture cards
during mounting operations and to lpcate documents in the Vital Materials
copy of the microfilm. :

Suggesters proposed that a atamping device be installed to stamp
real and flash numbers on the documents: The stamper would consist of
numbers from 1 through 250 and a stationary D with a space for a five
digit reel number. The fiash numbers will change automatically, and
at the same time a corresponding flash, bullt in the camera board and
legible without the use of a microfiim viewor, will automatically be
placed in a position to be shot,

B.

The Chief, Machine Division, OCR reports that this suggestion has
stimulated thinking in regard to the over-all flash mwber and page
count recording system. As e result, a flash-number recorder will be
installed in the cameza bed coupled with s numbering stamp that wiil £y
record both flash nusber and page counter. In operation, the flash
number will be filmed and automatically registered in the nusbering
stamp, together with the page count. Aftes filming & document, both
numbers will be stamped by the camera opsrator on the document cover
sheet and code sheet. :

With installation of the stamping device, recording flash and page
count will be done by the camera operator, thus cutting the assistant’s
- work in half. It will enable one assistant to prepars materisl for two
cameras. With three cameras in full-time operation, a saving of approxi-
mately $6,000 2 year {base pay of one and a half GS-4 operators) will be
. realized. The time savéd can then be passed on to another microfilming
oparation prasently pending.

Approved For Release 2000/06/19 : CIA-RDP80-00832A0'00300030001-0
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SUGGESTION NO. 61-400 (Continued)

C.

1. Not in line-of-duty. oo
2 s‘ﬁa'@o 6/] (ro
o 9,00 Awazd bas Tangible Savings of $6,000 to be
aqually shared\by the two suggestors,’ °

Do D ttee )
ojAuard

A Adopted

H
. Not Adopted |

e Ttificate of Appreciation

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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SUGGESTION NO. 61-407: dated 28 November 19610

Al

B,

s GS5-12, Research Analyst
25X1A 0s, DD/S

s £ s 9

sSuggester proposed the following for the streamlining of procedures
relative to overt and covert clearance-action files, in the Office of Security.

1. That the cross~-referencing process be standardized to permit
the cross-referencing of covert cases through the files rather
than through the index;

2. That in each covert or overt case where a summary is prepared
by the Resedarch and Analysis Branch, a sufficient number of
coples of the summary be prepared so that a copy can be placed
in each related file by the analyst;

3. That security actions processed by the R&A Branch be considered
cross-referenced when copies of the research summary, containing
necessary information on both the subject of the action and the
related file, are placed in the files of the subject of the
action and related files.

Sumpary of Evaluations

This suggestion established one standardized system for cross -
referencing in the Office of Security, and abolished two other systems
previously in use.

The Acting Chief, Security Records Division reports that the place-
ment of copies of summaries in the related files, instead of using cards
for cross referencing, is an advantage to all offices within Security
charged with the responsibility of granting clearances or of disseminating
information on individuals to other components of the Agency, or to other
members of the Intelligence Community.

The suggestion was adopted 1 April 1961. It reduced case processing
time by eliminating double handling in the Index Section. The Acting
Chief, SRD, states that each of the 425,000 cases in the Division is ton=
sulted about once a year. It has also besn sstimated that the Office
of Security opens some 25,000 new cases annually. Research and Analysis
Branch, as wall as other components of the Office of Security now avoid
making repetitioug summaries.

This suggestion also makes possible the destruction of some %00
reference cards a year in the Index Section, where a summary was also
prepared for the subject files. The significant intangible value is that
the clearance process is expedited.

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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SUGGESTION NO. 61-407 (Continued)

C-WMM&H&IW&

1. Not in line-of-duty.

-2 $125.00 Award based on Intangible Benefits (Moderate=Local)

o S

_lédoptod / 9'5 L9 Award Certificate of Appreciation
! cmeNOt Adopted
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SUGGESTION NO. 61-445: dated 26 April 1961 ( )
25X1A _ $2.52 per hour (GS-6
2551 e

Ao

Co

Eo

suamary_of Suggestion

' Suggester designed an attachment for the Rite-Size Box Making
Machine which permits making a regular slotted carton, without a top.

Under the former system, when the top flap of a carton had to be

- removed to provide a fibreboard tray or carton, a table saw, completely

separate from the carton-making machine was used.

This suggestion was adopted for use in the — in 1958.
The Acting Chairman of the OL Internal Panel reports that this sugges-
tion was so well received by the manufacturer that the company is now
telling its other customers of the advantages. This attachment now
enables the warehouse to fabricate all types of fibreboard containers,

an impossibility before. '

The attachment is of moderate benefit and local application, and
may be of ugse to other government agencles, i.e., Army, Navy, and Air
Force. B ' ' I

§§§$gm§h£ of the Executive sgg;gggg!

Although this suggestion was submitted after the prescribed two-year
limitation, the suggester states that when the modification was developed,
he was unaware of the Suggestion Awards Program. A few months ago, a
rapresentative of the Suggestion Awards Committee visited
and conducted a workshop on the Program. After that, two
employees were presented awards at a large Suggestion Awards remony in
his department. At that time the employees were asked to think of any
improvements they might have developsd rhich could be submitted to the
Suggestion Awards Committes for award congideration.

1. Not in line-of-duty.

2. $100.00 Award based on Intangible Benefits (Moderate-Local)

3. That the limitation of the two~year clause in the Tegulation be
walved.

4. That the idea be referred to Defense Departments and other
government agencies for adoption and award consideration.

Amopaved For Rejoase, 204pI06/19 : CLRDRSY,99592A004390030001-0
Not Adopted

25X1A
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SUGGESTION NO. 614663 .
s G5~11, Industrial Analyst
25X1A OCR, DD/I

Suggester proposed that the Industrial Reglister‘s Lategory index be
re-arranged.

Under the former procedure, a seven-digit Firm Number was assigned
each dossier and the dossiers were filed by that number in numerical
order. IBM Cards were prepared and an IBM index, taken from these cards,
was published in three variations, i.e., by location, by installation
name and by category, {(product, etc.). Each category was arranged by
geographical location with the installation names listed alphabetically
within each location; firm nusbers were listed after each installation.
The alphabetical sequence took precedence over the numerical sequence.

By arranging the category index in numerical sequence, i.e., the
Firm Number sequence agreeing with the arrangement of the files, more
efficlent service results.

B. Summary of Evaluation

Based on total service time for 1960, about 28% of the total request
time {28,931 hours) was spant on the Industrial Register’s activity code
index. Increased efficiency in information retrieval and better service
resulting from this suggestion wiil increase customer satisfaction, 1t
eliminates a major obstacle to an orderly review of the files when infor-
mation on specific products or specific categories of information are
required. '

The Deputy Chief, IR, reports that changes in the filing system are
decided by an internal IR Panel, that this person is not authorized to
change the system, nor is he responsible for such a change. The sugges-
tion is being implemented on a gradual bagis as sach country comes up for
re-run of the IBM listings throughout the year.

Tangible savings are calculated between $10,000 and $13,000 a year.
An average manhour figure of $2.80 covers the various clerical and profes~
sional levels involved. Fifty per cent to sixty per cent of the cost of
this enterprise 1s spent on servicing requests for the Intelligence Com-
munity. The improvement achieves better service, not a cut in payroll costs.

C. Recommendation of the Executive Secretary T T .

1. MNot in line-of-duty, u (‘/g’v
2. $250.00 Awazd based on Intangible Benefits (Hoderato*tfoad)» L,() g
y
D. the C o
3V

-Ji...Appreyed For §§|Basq,g,qpome[lgw:“ Q&ﬁ@g@g-gp%@gcqg§99n030001 -0

Not Adopted
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5UGGE. NO. 61-37T:

STATINTL
STATINTL

Summayy s

Action Taken :

v Awaed H

SUGG. NO. 61-3‘198

STATINTL
Summazxy t

Action Taken t

L~ Award -

SmGa NOv 61"‘4%‘
STATINTL

Summary s

Action Taken -3

Award - 5

MINIMAL AWARD CASES
3 May 1961

dated O Mazch 196
# GS-11, Commo Specialist
]

Suggester proposed that theF cipher system be uged for
CRITIC reporting. This method to be followed by a staff sys-

tem when there is more time.

OC reports that this suggestion has been adopted and is in
effect for CRITIC messages and for all emergency-message

.situations. .

Certificate of Appreciation
N LI K 3 JRTN

dated 9 February 1961
m GS-13, Intelligence Officer
?

Suggester proposed that the Records Center and the Library
Microfilm Unit be imstructed to staple a "tramsmittal siip"
on manila envelopes instead of printing requestor’s name
across the center of the envelope.

Records Center and the Library Microfilm Unit will take
steps to conserve manila envelopes.,

Certificate of Appreciation
LA I O A

M W MEET I

dated 24 March 1961 .
GS-12, Finance Officer

25X1A

WH, DD

Suggester proposed that up-to-date ICA Post Reports be added
to appropriate Division Files, to Central Processing Branch
and also that enough copies be obtained for each assignee’s
personal use. . -

47T Post Reports. not previously
being requested from State and ICA.

As a result of this suggestion,
in the Library collection, are

$25.00 Award based on Intangible Benefits (Slight-local)

Approved ForiRelenee12000UA6180 : LARDRPE(G-00832A000300030001-0
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SUGG. NO.MW{-418: dated 6 April 1961 Yo/
GS-11 Commo Specialist
STATINTL . peotate

Suggester proposed that instructions for Insufflation (Rescue

Summary
Breathing) be made availsble on an Agency-wide basis.

Action Taken : The Agency Recreation Newslsttsr will print an article about
Insufflation and will include a sguidb telling readers where
they may obtain information.

L Awerd Certificate of Appreciation

oo

# % # ¥ ¥

SUGG, NO.F61-130: er 1960
' GS-9 Dupty Security Offi
STATINTL m ? Ppty Ssoustty Ofsices

Suggestar proposed that Form 11l be chemically treated so that

Sumsnary H
the use of cerbon paper is unnecessary.
Ac¢tion Teken ¢ Office of Commo states that when the present 1l0-month supply
is depleted, the new form will be prspared on ECR peper.
Award : Certificate of Appreciation

2
% &% 4 » B &

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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20 April 1961

MEMORANDUM FOR: The Record
SUBJECT | : Agenda Toy Mpeting of Suggestion Awards Coemittee
1. The CIA Suggeation Avards Committes ie scheduled to weet .
on Thursday, 20 April 1961, st 2:00 p.m, in Room ia, Building [} 25X1A
2. The fellowing 1tems are enclosed for your reviev: '
TAB 1L =~ Tentative Agemde
TAR 2 -- Minutes of Last Commities Mzeling

TAR 3 -~ Bummary of Suggestions to be considered
at this meeting, .

TAB & - Summary of Minlwnl Awords
FOR THE CHATRMAW, SUGGESTION AWARDS COMMITTEE:

25X1A

Exscutive Secratary

Approved For Releasg 2000/06/19 : CIA-RDP80-00832A000300030001-0
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Colih TolicTcBaRcllchcl Vil OcHlals¥
Regular Meeting ¢of the Suggestion Lmpds Coxmitiee
Toursday, 20 April 1961

| AGERDA
1. Call to Order
2, Minates cf laat peating
3, Report by Bwecutive Secystary
4, Coaments by Chairmen
5, Ol4 Businges

| iness
5 H?v;m: on suggestions atieched )

7. Adjouroment

Coloh  IoHcTuBoReFah=L UsB-B ONeleY

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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MINUTES OF MEETING
SUGGESTION AWARDS COMMITTEE

23 February 1961
. 25X1A
On Thugsday, 23 February 196}, at 2:00 pemes —
chaired the regular meeting of the CIA Suggestion Awards Committee 1in
25X1A  Room la, Building NN :

The following were present:

MEMBERS

(DD/P)
(0545)

(bD/1)
{(DD/1)
(op/s)

25X1A

.: {Personnel)
i (Security)

~ (Executive Secretary)
(Incentive Awards Administrator)
{Incentive Awards Assistant)

Minutes The minutes of the Co?mittee.meeting held on 20 December 1960 were
accepted. ! o
Report by a.  We have had two Minimpl Awards Meetings.Ingecember 19603 three cases
Executive were considered, one earned $25.00 and two earned Certificates of Appreci-
Secretazy ation. On 10 February 196§, seven suggestions were considered, six of

' which eazned $140.00, and bney a Certificate of Appreciation.

One other suggestion (61-144), to amend the Dispatch Form, was con
sidered separately by the Minimal Awards Committee. There is strong
circumstantial evidence that the person who received $25.00 in June 1960
for the same contribution received the idea from this originators, but sent
it in because of benefit to the Agency through staff chamnels. Your
Minimal Awards Committee decided that it would be just to pay this sug-
gester $25,00. '

Approved For Release 2000/66419.rCIA-RDP80-00832A000300030001-0
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25X1A
Briefly, 61-144 was actually adopted at -1n Febuuary 1958,

and the information about the improvement was passed on to a
policy officer. 59-222 was submitted from for approval "~ 25X1A
30 October 19%8.

%9222 earned $25.00 in June 1960 in a package award of $200.00

to eight persons who contributed ideas to improve the Dispatch

Form. Subsequently, 6l-144 was submitted (2 September 1960) and 25X
granted the award in February 1961. . 1A

We have received two interdepartmental awards for [ NG
suggestion == $50.00 from Army and $200.00 from Air Force.

As of 23 Febyuary 1961, we have in processs

9 suggestions dating from 1959
104 suggestions dating from 1960
and 64 suggestions for this current calendar year.

Clandestine Services Operational Frogram received, since August 1960 -
1ts inception, 39 cases, 19 closed and 20 in process.

Under authority granted the Executive Secretary to resolve cases which
are duplicates or have unanimous recommendations for disapproval,
79 cases have been terminated since 20 December 1960.

An interesting case has been under discussion between this office

and the Honor and Merit Awards Board. A Commo man was recommended
for an Honor Award. (with $500. cash) for his resourcefulness, ingenuity,
technical competence, performance and attitude at #
Concurrently some of his technical improvement devices ch were
used at the mware sent into the Suggestion Awards Staff
for Agency-wide consideration and adoption. Two of the proposals

of interest to TSD, represent a new scientific concept in a certain
I ictivity. The discussions resulted in the opinion
that this man should and will receive his honor from the Director,
and eventually, if the -devices are proved out, consideration will

be given through the Suggestion Awards Program for the individual
devices. '

de mantion this to the Committee because it is your business to know
what liaison exists between Honor and Merit Awards and Suggestion
Awards under the entire Incentive Awards Act =- and how careful this
Agency is to make sure that dual recognition is not given, but that
initiative in this technical field in encouraged and not closed out.

Very fine ceremonies at Staff Meetings of Col: Edwards,
_ Dr. Scoville, Mr. Saunders, and one in which we were
personally involved, when our former Incentive Awards Assistant,
IR received a Certificate of Merit from Gen. Cabell.

Approved For Release 2000/06749 : CIA-RDP80-00832A000300030001-0
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g. We have put up posters for Christmas and the new one about the Mouse
Trap. #esdsaye : : re—refe o Tume

he We have made a big effort to show the movie to many more people =
this month we covered the

DD/P. = 120 attended

DG/5 Clerical Training - 50 attended =
Management Training Course - 12 attended
Basic- Supervisors Course - 15 attenhded

i. e note with pleasure that a large scale Records Management Study
is being conducted as a result of an employee suggestion to correct.
0s 1ndex1ng ‘procedures. :

S _dmlniﬁ_zasixat We have cbserved a big change in the response to
our office on individual suggestions. On the router we ask the
principal evaluator to call us. Thus, we cut out paper work; and
establish more cordial (less irksome) relationships with our evalu-
ators. However, until we started this, we hdd gotten yery far behind
in evaluations,

ke Civil be;xgge Commisgiops Attended Incentive Awards Administrdtors
Conference at the Commission, and last week, attended the Inter- 25X1A
Agency Advisory Group Conference wi_th* One of the two
topics on the agenda, "Recommendations for Strengthening the Incen-
tive Awards Program", had four points. : S

a. Screen out low value suggestions (which we do)
1. by defining what is NOT a suggestion
2. by only paying cash awards if improvements
show at least a $50.00 Tangible Saving or
a calculated $50.00 in Intangible Benefits.
(A1) did not agree.)

b. Improve administration on low-value ideas by:
1. Not sending suggestions to committees if benefit
1s slight (We dont)
- 2+ By using Interdepartmental referrals only if
there is a potential and the Agency recommends
adoption. (This is our practice)

3. Improving Awards Scale
8¢ . Revige C.5.C. Scale so that the minimum
cash award is $15.00
b. Change the Tangible Award Scale to pay for
first year’s savings.

5% up to $10,000
24% for next $10,000
5% for over $20,000

it
Approved For Release 2000/06#9 : CIA-RDP80-00832A000300030001-0
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! .€. Provide continuing emphasis on quailty suggestions.
(This we have done in some areas, such as Clandestine
S@I‘WiceSQ Depots, |tCa }

1. By Problem solving techniquos.
3« At the Management level. '
b. At the Branch level ‘ ;

2. By cost conscious advertising.

d. Emphasize practices which will help employees submit
better ideas.

1. Giving tips to employees
2. Advising that they send suggestions thruugh their

supervisors.
-nittee  The Committee approved the following action for the suggestions indicated:
-ion ' , '
60-487 $ 65.00 Tangible Savings - $1,460
60~489 75.00 Intangible Benefits (Mod-Lloc)
F 60-553 %0.00 : Intangible Bene fits (Sl-Loc)
60~586 125.00 Intangible Benefits (Mod-Loc)
61-84 90.00 : Tangible Savings - $2,535
61-135 15.00 Intangible Benefits (S1-Lim)
61238 100.00 _— Intangible Benefits (Mod=-Lim)
/'/ A
/l/' O

iovrnment The meeting adjourned at 3:1% p.m.
- 25X1A

Executive Secretary

vipved . 25X1A

- Chalirma
Suggestion Awards Committee

Approved For‘ReIease 2000406/19 : CIA-RDP80-00832A000300030001-0
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SUGGESTION NO. Pl 60-203 (Continued)

1. Not in line-of-duty. JL%/’/M

2. $75.00 Award based on Intangiblq- Benefits (Mofd;rata-l.imited)

D. ' | o "
e Adopted " e——tard —ltrtificate of Appreciation

_f__Not Adopted

25X1A

e

-l

Approved For Release 2006108144~ A-RDP80-00832A000300030001-0
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SUMMARY AND RECOMMENDATIONS FOR TH: COMMITTEE

20 April 1961

SUGGESTION NU. 61-172t dated 12 October 1960
STATINTL  "Rip, DD/F

A. aupmery of Sugagstion

suggester proposed that new documents misrouted to RID/Files by
ares divisions be held one week 1n Files Section and returned in
bundles rather than as each document is received in RID/Files.

C3-4, Clerk

Under the old procedure, 1,900 new documénts on permanent charge
to the area divisions were misrouted to RID/Files each week, were
separated into forty-five slots designated for the area divisions and
delivered daily.

Under the new procedure, the DD/ Mailroom will sort and deliver
forty-five bundles weekly instead of daily (usually 22%).

B. 3 Eva

As a result of another change in RID routing procedures, the
number of new documents misrouted to files each week has been reduced
considerably. This lower figure of misrouted documents does not eli-
minate the advantages resulting from this suggestion, which was put
into effect in November, 1960.

RID states that tangible savings are upproximately $165.00. The
~adoption of this suggestion has resulted in the reduction of sorting
errors in RID/Mailroom, far less handling and more time to complete all
sorts before scheduled courier runs. :

C. Becommendation of the Executive Secretary
1. Not in llnﬁ‘ﬂf"dutvc ‘ 7
2. $40.00 Award based on Tangible Savings é% 9 2

D.

h ‘\) |
) VAR
Adopted -l,f' Award ——ortificate of Appreciation v} v
v

——NOot Adopted

STATINTL
Appoed FnReleas-2000/05/19 :IABPPS0- 30001-0




8-E-C-R-E-T :
ApQroved FosgRelease 2000/06/19 : CIA-RDPMO83W)OO300030001-0

SUMMARY AND RECOMMENDATIONS FOR THE COMMITIEE

Held over from: 23 February 1561 Meeting
20 April 1961

SUGGESTION NO. ¥ 61-2k6: dated 19 November 1560

A.

(] 05-8, 3100. Tﬂﬁh.
0S-8, Blec. Taech.

' ] i
SWGARY OF SUGGESTION | /
Suggesters propored a method of installing e safety device in the
Collins 231-D and 16-F type transmitters to prevent equirment dsmage at

unattended transmitter sites.

SUMMARY OF EVALUATION

This safety device will i;x:e extensive wear on autotune motors end
single turn units and will preclude the need for extensive maintenance
surveys» . ' .

The optional Modification Work Order, to
vhich have unmanned transmitters, in fact c¢onstitutes the adoption of the

{dea, OO states that the extent of application is extended and the degree
of benefit is moderate,

RECOMMENDATION OF THE EXECUTIVE SECRETARY
1. Not in line-of-duty

2. $150. Award based on Intangible Benefits (Moderate-Iocal) to
be equally shared by the two suggesters.

3. To be explored WME@‘@ }

DECISION OF THE COMMITTER

4 =
Adopted - , 0 Avard Certificate of Appreciation

N

Not adopted

Approved For Release 280bR&® T C| 00300030001-0
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SwEaCeRwE~-T
SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE

20 April 1961

SUGGESTION NO. 61-254: dated 20 December 1360
- » GS‘B. Jor
EE, DD,

A. sugoary of Suggsation

In the past, old CE caxds dating back to 0353 days were microfilmed
and etored on reels in the RID Microfilm Library. There was no indica-
tion on the reels as to the origin or significance of the information..

. Therefore, the party examining the reels would call the receptionist in
RI/Files, the cover sheets would be searched and the necessary informe=
tion sent to the microflilm observer.

Suggester proposed that a frame be added to the beginning of each

xeel of microfilmed CE cards in the RID Library to describe the intelli-

gence content of the film.
B. umnaxv of fvalustlon

This suggestion has been adopted by RIDs it has gesulted in a speed-
up of name traces in which references to the microfilm files are included.

Now when the Rewiew Clerk in RID/Files checks the copyflo reproductions
_of all 3" x %" index cards surfaced in the course of name traces and
recognizes a file number which refers to microfilm, she stamps the card
reproduction, "REVIEW IN RI/MICROFILM LIBRARY", and inserts the reel
MbQE‘. .

should the person receiving the copyflo imdex cards dacide that it
is necessary to review the detailed source document, he or she can go

directly to the Microfilm Libpary and ask for the reel number written on

the copyflo index card. At present, approximately twenty searches are
made each week.

C.

1. Not in line~of-duty.

2. $35.00 Award based on Intangible Benefits {Slight-Local)

D. ﬁjg;ﬁien.ef.&ha,&nmnﬂduaﬁi,-
___.____Adopted' %{' Award Certificate of Appreciation

——Not Adopta_d 25X1A ' \

A3

Approved For Release 2000/06/19 : CIA-RDP
SeEwCaReE=T
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‘ 6 dated January 1961 : '
SUGGESTIOR NO. 61-2523 23 93 o ertal . STATINTL

OCR; D/I

Suggester proposed that the Tndustriel Register revise thalr method
of filing dossiers pertaining to Plent complexads, By the addition of an
alphsbetical designator, suffixed %o the geven-digit firm mumber, all
plants in-a river sysiam, industrie) complex, etc., sre contained in cne

£11e with :gne seven-digit firm musber. These are ‘separated invo indivie
dual plante by the *A™. *B* *C* ‘designators. . Tha "A® dcssier contalns &
jesd card giving names, locetions, product codes and alphabetical desig-
pators of plants within the over-all file ss well as documsnts conteln-
ing general informstion on the whole complex of information cu one speci-
fioc plant. The B” designator (end s0 on) contains specific plants with
pertinent information. e , . .

Under the former progedure, information was Eapt on sepexate plants of
one firm in separate folders; each plant was ansigned a seven-digit code
. pumber o Tomrnrequ‘eatoﬁallphn%avithinagam&lmurinﬂuea
trial complex, the anslyst referred to the alphebetical listing of installa~
tions, wrote “out” cards; and pulled meny files from various safes con-
taining this information. ) -

Under the proposed system, the snalyst determines the firm musber of
the industrial ccoplex, pulls the entirs file and quickly removes the
deaired infoxmebion. '

Bo

Chief, Infustrisl Register, OCR, reports that the proposed system hes
STATINTL been successfully tried for for the pest several months.
:  system inficates feasibility for other countries in )3 ‘Tae suge STATINT
gested leéttering will provide e faster sorvice to the requestexs, save
filing spsce end will save time. '

Co Recommendation of the Executive Secyetary

1. Kot im line-of-duty
2, - $50, Awerd based on Intengible Benefite (813ght-Loeal)
Do Decigion of the Committee
Adopted kL 0 Award N Cextificate of Appreclation
_— E N
, 4 NARENY

~

/

Goloh T-H=ToB-RelioAsL U=8<E O=N-L-¥ STATINTL

Approved For Release 2000/06/19 : CIA-RDP80-0 0001-0
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
20 April 1961
dated 17 February 1961 L.
y GS=13, Chief Instructor )Vﬁ/
PTS, TSD, DD, ’ LY
A. WM@‘,;W x \ Oy \Q‘
Suggester proposed that TSD make; stock and issue for use, sets of
25X1A  accessory extension tips for the HEEEEN Auxiliary Copying Stand to increase

the capacity of a single 35mn negative from coverage of 8" x 113" to
legal size of 9" x 13",

SUGGESTION NO. 61-3403
25X1A

The idea was actually developed in early 1956 when the suggester
(then a GS-11 Instructor) was on a TDY trip to IR In order to 25X1A
expedite photographic operational requirements, he used bamboo, the only
material available, for the extension tips.

B. Supmarv of Evaluation

Upon return to Headquarters, suggester discussed the idea with T5D
engineers and as a result, a prototype set of metal tips was made, tested
and found to be bsneficial in that they reduced the number of negatives
from two to one whon copying legalesize papers.

A production run of these tips was made by‘the TSD Laboratory and a
set with instructions for use, has been included with every B Copying 25X1A
Stand issued from stock. (About 30 stands have been issued thus far.)

C. Elpdings of the Suogestion Awards Staff

The suggester was questioned about the delay in submitting this
suggestion for award consideration. It developed that he was in the field
from January 1957 to June 1959 and did not consider the relationship of
this development to the Suggestion Awards Program. Since his return to
Headquarters he has seen cases being evaluated and has been given a claesr
definjtion of line-of-duty ve. suggestions, He was encouraged by his -
supervisor to recall developments which could be submittéd to the Sugges=
tion Awards Program for award consideration. '

In view of the above factors, the Suggestion Awards Staff balieves
this case deserves exception to the Statute of Limitations.

D. _Recommendation of the Executive Secxelary
l. Not in line-ofeduty.

2. $75.00 Award based on Intangible Benefits (Moderate-Limited) //
‘ \Y

7 .
25X1A N

i

=
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SUGGESTION NO, 61«340 (Continued)

E. ij;},nn of the Committiee
) p d/
Adopted "b_‘_Award —_Certificate of Appreciation

RS

—lot Adopted

25X1A 5 L

W

-l

Approved For Release 2000/06/19+ £|A-RDP80-00832A000300030001-0



ILLEGIB
Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0



., G5<9, CT/R Superviser
3-9, OT/R Supervisor
S R S

Ao Summary of Suggestion |
Suggesters proposed that the output network of the RT=3 Transuitter
be modified to intlude an RF shoke. from the autennsa side of the coupling
capacitor {C13), to the ground. The RF choke grounds any DC voltage
whish appears on the antenna terminal because of & faulty coupling capé=
eltor, and immediately blowe the fuse in the powsr supply.

Suggestera report that this suzgestion wes prompted by & pecent
scoident. A CT/R suffered a severe ghock from sn RP-3 Transmitter which
hed a shorted coupling capatltors _ - .

B, Sunmary_of Evalusbion

Although the auggéated gafety feature is & etandard procedure in
nost commercisl and Government communicatloons equipment; it was over- .
looked in the design of-the RI=3. '

The thousaends of RT=3's in the Agency syatem represent a potential
pafety hazard. OCsE is preparing a modification work order to all Cone=
mmiestions areas requiring incorporation of the suggested device.

Tnis sugeation has an intangible benefit o the Ageney in that it
may orevent serious injury or electrocution of ysraonnel handling RT=%
eguipnent.

3. Keconuendation. of the Executive Secxetaxy

1. Not in linesof=duty

o, $50.00 Award to be shared equally oy tne two susgesters, \
based on Tutanzible Benefits kSlight-lotal)

D. Decisfon of the Comnitiee M /
_\/ Adopted Q ______ Avard  certificate of
Appreciation
o Tot Adopted |
: N V.
‘ 25X1A Q/’
 §aB=CoR-E<T N//M
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE

20 April 1961

SUGGESTION NO. 61=3911 ed 2 February 1961 - B ' A
_, GS-7, Office Equip. Tech. .
STATINTL OPSER, RID, DD/P :

A, Sumpary of Suggestion -

A requiremsnt was placed on the suggester by his supervisor to
develop a buzzer to be §nstalled on each of the twenty-two Flexowriter
machines ia RID, to signal the approach of the right-hand margin, so that
the typlst can ascertain proper hyphenation, etc.

The supervisor knew that if this buzzer was installed by the Friden
Company it would require the purchase, installation, and removal of Flexo-
writer parts. The cost of new parts, plus the cost of parts removal would
total $1,435; labor cost would be approximately $1763 o grand total of
$1;611¢ : . ' '

The suggester designed a “dual actuator" which was made by soldering
two cams onto a margin stop carrier. This innovation roeduced the cost of
the necsssary parts to $329. The time required to manufacture all twenty-
two "dual_actuatbrs“ was three hours, at a cost of $8.008 Total instal=
jation cost, $40;. parts cost, $3303 manufacturing cost, $8.00; a total
cost of $378. The Friden Company methed ($1,610) minus $378, results in

a total saving of $1,233.00. : -

B. Sumpary.of Evaluation
STATINTL _ ‘ADP Feasibility and Programming Staff, statess
“These devices will improve the overall efficiency of the work being done
on the Flexowriters and, it 4s my opinion that increased production alone
wil) pay for them within one year., It is recommended that the suggester
ba given a monetary award based on tangible one~time savings of $1,233
and that his supervisor be - commended for recognizing the remedy for a baslic
problem and for encouraging the suggester’s inventiveness."

"This change does not apply elsewhere in the Agency, becsuse other
Flexowriters are not used enough to warrant the expensa.

1. Not41n line~of=-duty.

L’
STATINTL 5. $60.00 Award to IS bssed on Tangible Savings of .

$1,233.00 o

‘.
.

; /

STA'I.'%INTL

 STATINTL 3. A Letter of Commendatién for [T svrervi

D. Decifion of the Commitise WY -
;18100 Ay BRL%iR8 t/,ﬂhix&§e,
Apprayast for Releﬁﬁt\zboﬂabﬂw : ClA-FHPPE6isa83 2A0360530891-0

 Not Adopted
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SUMMARY OF SUGGESTIONS AND ACTION ToKEN BY ACTING CHAIRMAN

MINIMAL ANARD CASES

9 March 1961
SUGG. NO. 59-502: _dated 20 May 1939 e DA
.o GS=14, Special Asst. to rector
STATINTL #c' DD/S ’
Summary ¢ Suggester proposed methods for reducing cable RELAY

traffic. He was awarded a Latter of Appreciation in
Jamwary, 1960. In July, 1960, suggester suybmitted

+ rebuttal informing the Committee that his sugges-
tion had been misunderstood. He pointed toward the
lack of information as to the world-wide network
method of transmission and rerouting. He recommended
a different method for the "info" addressee to answer

STATINTL cables.

Action Taken 3 The DD/P issued NN dsted 21 November 1960,
subject: Pyramiding of Cables. It urged originators
and releasers of cables to give careful consideration
to the amount of unnecessary work which is set in
motion by a single outgoing cable. The Notice furnished
axamples of how originators could avoid pyramiding of
cables. The OC Executive Officer stated that ‘the
equipment and procedural changes should reduce the ILLEGIE
world-wide signal center®s workload.

Award s Certificate of Appreciation.

SUGG. NO. 60~1543 dated 23 September 1959
G3=~12, Instructor
 STATINTL OTR, DD/S ’ ’ |

Summazy + Suggester proposed that Suggestion Awards® contributors,
who have submitted ideas on a variety of unrelated sub-
jects, be brought to the attention of the PP Staff so
that their imaginative thinking can be utilized.

Action Taken + This suggestion was instrumental in the establishment
of the Clandeétine Services Suggestion Operations Pro-
‘gram. It was an outstanding "talking point" for the
Suggestion Awards Staff when the formal program now
under-way in the DD/P was initiated.

Award t Certificate of Appreciation.

wl=

Approved For Release 2000/06/19 : CIA-RDP80-
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SUGG. NO. 61-182:

STATINTL

Summary
Action Taken

Award
SUGG NO, 61-232:

61-234:
STATINTL

Summary

Action Taken

Award

dated 21 Oc
G5«13, Chief, GAB
GS=11, Illustrator
s DD/1 _

Suggester proposed that the stereomicroscope be
raised 13" to 2" and tilted approximately 25° to
bring the eyepiece to a line-of-gight position.

This modification will reduce operator-fatigue in
the Graphical Analysis Branch of NPIC. These micro~
scopes are used in GiB and Defense Department. .

Certificate of Appreciation.

ddted 1 Dec
. - v
1

l. Suggester proposed that the Wild Stereomicroscope

be modified to hold the 5" x 8" stereogram flat on

the microscope stage. When the photographs are held

as flat as possible, the microscope need not be refocused
each time the stage is moved. Permanent magnets will
hold the photographs flat but will readily parmit them

to be moved go that each new section can be scanned.

2. Suggester also proposed that a small, adjustable
magnifying glass be mounted over the top of the micro-
meter so that more accurate readings can be made. This
magnifying glass will permit greater reading speed,
reduce errors and will be invaluable to the analyst
who must wear eyeglasses. : ,

Part One of the suggestion points out a deficiency in
the Wild Stereomicroscope. The spring clasps provided
to hold stereograms flat are unsatisfactory under -
numerous operating conditions. NPIC technical personnel
are currently working with the manufacturer to develop
the modification as suggested.

Part Two of the suggestion has been adopted by the NFIC
Technical Development Board and the suggested changes
will be relatively inexpensive.

$25,00 Award grunted.

2

ColeA  JoNaTwE~R-NeA=L Uwi=E O-NeL~y
Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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SUGG. NO. F61=273
STATINTL

Summary 3

Action Taken 3

Award s

SUCG. NO. 61-282:
STATINTL

Summary '

Action Taken :

Award :
S5UGG. NO, 6)=-304:
STATINTL

Summazry :

Action Taken :

Award 3

dated 28 November 1960

(GS=12 level) Motor Vehicle

Officer

Suggester proposed the use of an anti=theft switeh to
be installed on all official Agency wehicles. W“hen
the switch is activated, all instruments and lights
operate, the engine turns over, but will not start.

An article issued by the Director of
the next Support Bulletin, advises all

Loiiitici iii .
that this anti-theft device is considered to be in

the best interest of the Government.

Certificate of Apprcciatioh°

da
Compt., DD/S

1961

GS-7; Voucher Examiner

. Suggester proposed the use of rubber stamps for re-

cording the miscellaneous obligation number, allot-
ment number and object class mumbar on 10,000 wouchers
and 10,000 abstracts, which are audited in Fiscal
These stampe will eliminate manue
ally writing 23 digits on each abstract and each
voucher; will reduce the number of errors in trans-
cription and will make the information more readable.

Branch each year.

The adoption of this suggestion in Fiscal Branch saves
approximately 115 manhours per year, makes entries more
legible and reduces errors in transcription. It will
be publicised within the Comptroller’s Office upon

receipt of award notification.

$25.00 Award gran

dated 30 Janua
!!!I!!!!IIIII

ted.
1961

G3»1%, Chief, Signal Center

Suggester proposed the use of magnetic tape in Signal
Center message processing. This implies the devslop~
ment of a family of magnetically activated equipment.

The Executive Officer, OC, states, "At the present time,

the OC engineers ostimate that four or

five years are

required to conclude a program of this scope. In view
of the fact that the suggestion is not original, but
does represent commendable stimulation of the idea, it
is recommended that the suggestion be awarded.

Certificate of Appreciatipn;
Approved For Release 2000406/19 : CIA-RDP80-00832A000300030001-0
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MINTIMAL AWARD CASES
I April 1961

SUGG. NO. 60-548: dated 20 May 1960

05—9 -Adﬁin Assisgtant
STATINTL Wa s

Summary 3 SBuggester proposed that a sign be erected at French
Drive and Independence Avenue, N.W., to keep cars
from blocking the intersection.

Action T ken On 23 March, 1961, Suggestion Awards Staff was
informed that this suggestion has been adopted and
that the sign was posted on that date.

Avard Certificate of Appreclation

1)

* 0B ®R

8UGG. NO. 61-151: dated 28 September 1960 X :
65-k, Couri
STATINTL RID, DD/P » vourter

Suggester proposed that the poked tape of the FLEXO-

WRITER be placed under the electric cord, and claimed
that this tepe, in cutting through the electric cord,

is a potential fire hazard, _

Summary

As o result of this auggestion, a metal attachment
has been installed or these machines, permitting the
tape to advance over. the cord without obstruction.

Action Takeh

1)

fvard

Certi‘icate of Appreciation

L R I

SWGG. No. 61-164: dated 13 October 1960

STATINTL W’ 65-6, Mail Supervisor

Surmary H Suggester proposéd that all loeator cards denoting
files "partially destroyed"™ be removed from the docu-
ment locator system.

Action Taken

[1-)

- RID states that these locator cards are meaningless
because the file clerke had to check existing machine
destruction lists to determine if various doctments
have baen destroyed, These locator eards, numbering
about 5,000, have been destroyed. Tangible Savings.
are approximstely $416.00 per year. '

Avard - s $25.00 Awerd Granted

| Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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SUGGo NOo 612143
STATINTL

20

Summaxy

Action Teken 8
STATINTL

Awn2d

Tos

8UGG. NO. 61229
STATINTL

0]

Summary

STATINTL
Action Teken 3

Award

£

SUGG, NO. 61«3083:
STATINTL

Summary 8

Action Tuken 3

dated 21 November 1960 = L
(8-12, Commo Specialist
o, DD/ o |

‘Suggester proposed the mandatory use of identifieation

information on the
grepbs.
DD/P, PC will insert precautionary language in the
field version of upeconing Dispetech and Pouch Protedure
Handbook {orlll) to insurs that photogrephas are 1irdi-
vidually "identified. - Thias system has Agency-wide
application. ; '

bask of all Agency-produced photo-

$25.00 Award granted.
ek % %

dated 6 December 1960
m -

Suggester proposed that books, no longer in use, and
charged from the library system on “"indefinite losn®,
be returned to the library. .

On 13 January 1961, CIA Notice [ lves issuecd
recalling all veference books and other publicaticns

no longer in active use. There has been a 50% incremge’
in ‘the return of books and publicutions to the Agenoy
Libraxy. Actual sevings will accrue to the Offices
unloading this excess. - '

GS~}5, Chief, RID/RB

Certificate of Apprecistion.

* & B RN

dated 31 January 1961
G3-3, Pile Supervisor

2

Suggester proposed that the Archives boxes weed for
storage of Microfilm attacuments be eliminated, and
that Microfilm attachments be treated like ordinery
"bulky attechments.” :

RID statea, "On 22 April 1960, twenty-nine cubic feet
of Microfilm attachments were retired to the Agency
Records Center. Since this time a total of twenty-
one requests have been received for {ndividual:
attachmente. .

D

Approved FoFREkasE-30080B/1-LIARDES0-00832A000300030001-0
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5000, B0, Chegd5 (G imed) -

lmﬁbﬁmdﬂn&h&n&auﬂ%Mﬁa:
gzﬁuum,wu will elso result io the
uﬂhhgd%qmﬂsﬂnﬁﬂhﬁmlﬂ«&ﬂn
attashments by the Agensy Records Cemter.

Awerd : $15.00 aard granted.
'YX R X2 : . -..'.--
SUGG, N0 P51-359% Pobrusyy 1961
: - G849, Imtelligencs Officer
STA'!:INTL L TED, 10
Sussazy s &amMrnwm@1M$amutmnwdumTWH

"211m a5 sn 214 in plotting eiroraft positions over
wash&hsMJﬂn&numw%pw&amshmp
fﬂh,mdmewaummgmaﬂmﬂﬁmﬂmaﬁ
margionl cheokpolnts, :

Astion Taken slﬂcumnamthaWMMMlmﬁmmwmmam

: : tmﬂmmmmmwﬂanmwmuﬂmqhwww,m

Ml&ahwsumMMmumuwhtoﬁMrﬁwume

Avexd : Certiffcste of Appresiation
| | YR Y R

mmlmoﬁ@w:cwusnmumwuﬂa

STATINTL ) p 03k Cuend
STATINTL o |
Summery s Suggagter I o instellation of stcrm windous
STATINTL ~ in Building

end that elestric heeilers

STATINTL
Takon sTm..&uﬂm»umﬂa%wtmswwwwmum
Aotion dmmﬂuﬂwut&egneﬁbmﬁﬁisﬂuMam
appliocaticn, Jimited.

Avard ¢ Cariifiocats of Appreciaticn

3o
Coloft  IToB-ToBoRcBaficl, U «8<B &%&ﬁ
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8UGG. K0, 613953 dated 5 September 1960

STATINTL p 0B<h, Private of the Quawd
STATINTL oc,
Summexy ] tha! the deors vhiel lsad into

the mg. of Bullding be removed and STATINTL
‘phcodau_mudtotbh- o 'These dnors
m&&imﬂvcnthamﬂintotmpathdmc

econing vehicles.

Taken s tion ves promted by e reseat aceident
haticn : ::::‘:23.3 mbitbyaear;shem

- Cozvittee reports that the
STATINTL il Tad, elinineting this
safoty hngard.
Awvard 3 $15 00 femrd wtﬁo

Colch IHToE-Rcl-A=L U8R O=Nole¥
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23 Februery 1961

MIMORADUM FORs  THE RECORD

SURJECT : Agen:a for Meeting of Suggestion Awards
Commi ttee

1. The CIA Sugqastion Awards Committee is scheduled
to meet on Thursday, 23 February 1961, at 2:00 pom. in
25X1A room 1=a, [N
2, The following items are enclosed for your reviews:
T4B 1 - Tentative Agenda
TAB 2 - Minutes of Last Committee Meeting

TaB 3 = Summery of Suggestlons to be considered
at this meeting

T.B 4 = Summary of Minimal Awards

fUR THE CH.IRMAN, SUGGESTION AW.RUS COMMITTEES

25X1A

ixecutive Lecretary

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
e ilimCmReieT



S —
_”i

Approved For Release 2000/06/19 : CIA- QP8M832A0'BC‘300030001-0
~leh  INeT-E-R-N-A-L U-S-E O-N-

Regular Meeting of the Suggestion Awards Committee
Thursday, 23 February 1961

AGENDA

1. Call to order
2. Minuteé of last rgeeting
3. Report by Executive Secretary

4, Ccmmonts by Chairman

5, Old Buiginess 3

. New Business '
¢ Nz\';ote' on suggestions attached)

7. hdjournment

Col=A I-NeT=E-R=N-A-L UuS-E O=NeL=Y
Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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:
25X1A
25X1An tussday, 20 Dacember 1960, at 203U p.fe, | i
B choired the regular meeting of the CIA Suggestion Awards i
tee in Hoom la, Building - 25X1A !
: following were presents k
QUL ) i
(/2 ) b
{bu/s) k
25X1A L

{oo/L) £
(/1)
(/s i
E

(Security)

{Parsonnel )

g

{Executive Secretary) B

(Incentive Awards Administrator) £

{Incentivs Awards sssistant) i

The minutes of the Committes meeting held on 27 Uctober LP60 i
vore ascepied. g
s  Since 27 Octobeyr 196U w2 have had one kinimel Awards Mesting —- i
and have paid out $8U.UU and three Certificates of Appreciation. b

I « 0/P Snecial Panel met and considered sevenieen cdscqg i
433 one award of $1%5.00, veferred one to this Committee i
continued two and closad out thirteen. i

o Lo od > in processi : i
cgating from 1957 ;

deting from 1939 i

dating from 1960

e

Approved For Release 2000/06/19 ;. .GIA-RDP80-00832A000300030001-0
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25X1A

25X1A

‘C mm a

Action

d.

8.

8

Qe

he

3o

sugaestion Numbax

S on B (b BT

Undexr authority granted the Executive Secretary to resolve
cases which are duplicates or have unanimous recommendations
for disapproval, 58 cases have been terminated since 27
October 1960.

I served as a panel member at the Fall Civil Service Commis-
sion Workshop which was held in the General Accounting Cffice
Auditorium with all agency Incentive Awards administirators
participating.

25X1A
Arranged for a special meeting of certain OCIl-cleared members
to consider two casaes. One was closed, the other, |GG
will explore further.

I ;o 1 conducted a panel discussion for an OTR
Management Course. One of the students described his own

significant suggestion which had earned an award. 25X1A

Publicity: Showed the movie to the [ NNNG—

personnel and to several E.O.D. classes.

I - | oorticipated in several fine award

ceremonies - where the awards this committee voted upon were
made ~~ in DD/P, DD/I and DD/S (OS) areas.

Sent Holiday message to all supervisors in the Agency, pointing
out that this is the only Federal Government Bonus Plan ==
and a good plan to encourage it.

The Committee approved the fsollowlng action for the sugges~
tions indicated.

Jotal Sward

PI59-254 $  39.00 Intangible Benafits (Slight-Local)
60-335 50.00 Tanyible Savings $886.00

( 60-393 100.00 Tangible Savings $1500,00

{ 6129 Intangible Benefits (Slight-Local)
60-411 300,00 Intancible Benafits {Mod-Broad)
60-482 85.00 Tangible Savings $2400,00
60-537 25,00 Intangible Benefits (Slight-Local)
61~27 150,00 Intangible Benefits {Mod~Extended)
61-5% Coxtificate of Appraciation
61-177 75,00 Intangible Benefits (Slight-Ext)
61-178 175.00  { Tangible Savings $5,000

{ Intangible Bonefits (Slighi~Local)
s

Approved For Release 2000/06719*Cf&:RDP80-00832A000300030001-0
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GeEwCeRrEaT

o o

. 25X1A-

: AQQ&M,D.E The meeting adjourned at 33130 poo

Executive Secratary

Aporoved

25X1A

Acting Chairmen
Suggestion Awards Committee

r

3=

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
] 23 February 1961

SUGGESTION NO. 6'-238- dated 8 December 1960

ST ATINTL GS=9, Prop. Supply Assist.

8 level) Packer Foreman, deceased.

OL, DD/s

A. Sumpaxy of Suggestien
A uooduo:king table saw equipped with a modified knife blade was

being used for the cutting of polystryene foam cushioning material.
STATINTL (A previous award case.for ﬂ- $100.00.) The original machine
guard would not permit the foam material to pass freely, thereby
creating considerable waste. The pressure involved in the use of the
old equipment was high enough to create a safety hazard which might
result in the loss of a finger or fingers of the operator. The sug-
gesters modified the originil guard to provide safety features combined
with a higher production capability. The steel plate separater at the
rear of the guard was reduced in thickness at various points to accom-
modate the foam material. This improvement has increased production
~ approximately 60%. ' :

B. Sumnaxy of Evaluation
The OL Packaging and Crating Spqcialist statnd that he intends to
install a foam packing operation at three other Depots; and at that
time, he will use the specifications followed by the suggesters to have

the equipment manufactured locally. He feals that the psychological
- effect of this type of dowlopnont is tremendous.

The saw with the added safety guard exped!tes cutting and makes
the operation safer. It is a complete, inexpensive machine which cuts
the foam quickly, safoly. and cxpoditos the packing operation.

c. iz AP L N2 O d L2 X - - E “

1. Not in line-of-duty.

2. 580‘300 to $100,00 Award based on Intangibh Benefits (Hodnrate-
‘ Linited} to be equaily shared by the two suggesters.

D. Decision of the Comittes
__‘_/_AQOpted ¥ L_Q_'O__'Awam ‘ ——. Certificate of Appreciation

'”ﬂm*mmm11l|!.__,,,',,l,!mm,,

Not Adopted AU 0{

peeomded L%

STATINTL

Approved For Release 2000/06/19 : CIA RDP80-00832A000300030001-0
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE

v ‘ 23 February 1961

SUGGESTION NO. 60-489: dated 21 March 1960

Ao

B,

Gs5~9, S ity Offic
25X1A T » 9, Security er

. a Er'\ Illil

Suggester proposed a revision of Form 912a (Security Violation
Report). Under. the old procedure three copies were forwarded to the
Subject’s Area Division. One copy was kept by the Area Security Officer;
one copy was kept by the Subject®s officej one copy was returned to the
Security Office with a memorandum (in duplicate) showing the administra-
tive action taken by the Subject’s office. A copy of the administrative-
action memo was then filed with a copy of the violation report in the
individual®s Security 201 file. A sepsrate memo of the administrative
action had to be initiated and a total of two pieces of paper were placed
in the individual®s 201 file.

Under the suggested procedure, a section is left on _the original
violation form for a reply by the Area Division concernsd with the
administrative action taken, thus the advantages ares

a. One sheet of paper contains the complete report,

b. Elimination of one filing action in the O5/File Room.
¢. Saves File space.

d. Saves supervisor and clerical time.

e, Saves paper.

This new procedure will apply Agency-wide. It is estimated that the
new procedure will save 66 2/3 ¥ in clerical time. There will also be a
saving in supervisory dictating time. There are approximately 600 viola-
tions a year involving. approximately a total of 1200 individuals.

Aumnary of Evaluation

This suggestion has been adopted and the advantages stated by the
suggester are accurate. In addition, the adoption of this revised fomm
will reduce the volume of correspondence which must be placed in the
individual®s security file.

This suggestion enables the concerned office to note their adminis-
trative action in a concise manner on the violation report, which will in
turn be placed in the Security File of the individual charged.
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Suggestion No. 60-489 (Continued)

. R E L
. . I

l. Not in line-of-duty. Im

|

2. $75.00 Award based on Intangible Benefits (Moderate-Local) "

i

D. Decleion of the Committes N
)

‘ ﬁ -~
-—Adopted ZQ__Award —seortificate of Appreciation .
25X1A | i

Not Adopted N 4 N
- JV'}/L V
P
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE

23 February 1961

SUGGESTION NO. F 60-553: dated 13 January 1960
JExiA | # 65-9, Commo-Tech/Crypt Supexvisor

Ao

B.

— £ Suggsst]

 Suggestexr proposed that a simple scale be etched onto the (OC) cipher
tapa to be used by cryptographic operators as an aid in measuring off
garbled portions of the tape.

For instance, @ cipher tape is determined to have dropped 2% characters.
The operator reruns the cipher and key tape to the point of garble, msrks
his tape at the 25 character mark and moves 1t to the right to the benchmark.
If the cipher tape is determined to hawve picked up 20 characters, the oper-
ator marks his tape at the benchmark (after rerunning the key and cipher

"tapes to the point of garble) then moves his cipher tape to the left to the

“20% mark. Without the magrks on the TD he would have to count out the
characters one at a time. _ . -

" Swalvalion

1. The proposed suggestion appears to have merit. The decryption of
scrambled tapes would be simplified when an encipherad tape has been peceived
in poor condition. The saving of operator time would be a factor to cone
sider in the ultimate decision to make the change.

2. It is difficult to determine how often an operator might make use of
such a scale. Most experienced operators have developed an individual tech~
nique, making use of various parts of the TD to mark the two tapes when
attempting to synchronize for decryptions. These operators would probably
not require a scale and may never use it.

3 'However. for new operators; the idea seems wery sound and it would be

interesting to see if the scale could be worked into the basic training of

these new operators. They would, then, not have atquired gimmicks since
the scale would be available and they would be trsined in its use.

4, Naturally, in operations we are interessted in anything that will make
the over-all job easier. This suggesiion does indicate a saving to us.
However, the cost and method of marking TD"s (all over the world) might
make the suggestion much less attractive.

5. It is recommended that'the suggestion be considered for adoption while
noting that the over-all cost in changing and marking TD’s would be somewhat

offset by the sophistication of operation of the cipher units and the time
saved by the operatoxs. :

SeEwCmReEwT
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' Suggestion No. F 60-553 (Continued)

6. Executive Officer, OC, statess "It will be difficult to arrive at 2
tangible savings resulting from this suggestion, but at present the con~
sensus in OC is that an intangible benefit may be derived of slight degree

' . 6f benefit with extended extent of application, thus, placing a possible

monetary award in the 350 to $75 category.

“We are now experimenting with making a cheaper scale than the pro-
cedure proposed by the suggester. The suggester’s idea might negate any
dollar savings resulting from the use of his system. However, with our
cheaper scale version we can see some benefit to be derived.”

.C. B ‘I i -'E I‘ E i i |

l. Not in line-of-duty.
2. $50,00 Award based on Intangible Benefits (Slight-Local)

D. Decision of the Commitiee

igio-iwatd ¥ __Adopted Not Adopted Certificate of
< ' Appreciation
v A
‘ 25X
SJ.CUY\,»CL‘ A 1A

«lw
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITIEE
23 Fot;éuary 1961

SUGGESTION NO. 60-386: dated 21 June 1960

I «p GS=5, Fiscal Accounting Clerk
25X1A Finance, Compt., DD/S

A Susmapy of Sugaestion

~ Suggester proposed a unified system for locating financial coding
data. A llst of approprlate coding requirements for sach gensral led-
ger account would appear on the Chart and Description of General Ledger
‘Accounts with explenstions in the index: Thus, the Chart and Descrip-
tion of Generai Ledger Accounts would serve as the central reference
for locating accounting information.

Toniem e

. The suggester calculates that seventy-five percent of all coding
exrzors will be eliminated, saving some 416 manhours a year in the
Vouches Review Unit. Twenty to forty manhours would also be saved _
when training new personnel. There are approximately 180 general ledges
accounts which contesn the trainee. :

. e

omw 1

Bo

" The Comptroiler states that this adopted idea has resulted in the
pzepazation of a financial coding guide for use within Finence Division.
It provides a complete explanation of the necessity for codimg data, the

- eftect of the various codes;, and detallied coding requizements by general
iedger account number. The guide also provides standardized abbrevia-
tions for the nasrative portion of the entries.

] ¥ ] 1 ] |}

The 'foRIMﬁg advantages are recordeds

38, Reduction of time yequired to prepare vouchers in ail
branches of Financs. ' ‘
b, Redustion of workload because of higher percentage of
corzect entzieso ' N YA
¢. Reduction of key punch exrors. ' M et
d. Reduction in employee training time. {&d:z

e, Standard terminology which makes machine xiins more
-informatives

C. Recoms

1. Not in line-of-duty,’

" 2, $100 to 5150 Award based on Intangible Benefitso {Moderate-Local)
D. Desisiop.of the Cosuittee

K Adopted: % 125 awazd _ ficate of Appreciation C/é% :
Apppmseddopraelease 201)6}@&1’9? Cl 00300030001-0 :'
| Se conbed 25X1A
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SUMMARY AND RBCOMMENDATIONS FOR THE COMMITTEE

23 February 1961

SUGGESTION NO. 61-84: ‘ 0

G3~9, Analyst
25X1A RID, DD/t ’

A Summazy_of Suagestion

Former procedure: An outgoing dispatch was prepared the Case
Officer and routed to RI Dispatch/Pouch to be sent te the Field. The
cover sheet on the Official Headquarters file copy was stamped, routed
to Analysis and to RI/Files. This was an automatic procedure, since
the stamp specified RI/Files. When material was received in RI/Files,
a complete filing exercise was performed, only finally to discover that
the file was charged out to the desk. _

Fresent procedure: As a result of this Suggestion, Clandestine
Documents are routed from RI/Analysis to the Case Officer when it is
definitely known that such material i{s permanently charged out. Any
material which is not destined for folders charged to RI is not handled
by RI/FI. When Case Officers finish with a document known to be
destined for a folder which they retain, they add the desk routing after
the prescribed routing, thus the material is not processed through
RI/Files, but is routed back to their own desks. This new process

eliminates unnecessary handling by RI/FI.

B. m.af_ﬁmwm

RID has taken action to reduce the volume of unnecessary documents
routed to the RI/Files section. Analysts hawe besn instructed to eliminate
R1/Files from the routing of those dispatchee where it is known that the
file has been charged out. Desk Officers have been asked to put them-
selves on the return routing after file is charged to them.

It has been estimated that the volume of material routed to RI/Files

has been reduced by 10%, (approximately 1,000 less documents per waek).
This 15 a savings of approximately 25 manhours per week at a GS-4 leval.

C. Recommendation of the Executive Secretary

1, Not in line-of-duty.

2, $90.00 Award based on the Tangible Savings of $2,535.00
D. Decision of the Committes ‘ |

__CAdopted é?__clg_ﬁmard

—trtificate of Appreciation

Not Adopted sv—e & -
Approved For Release 20%9_@@/_‘1‘?_ é—?
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE

23 February 1961

SUGGESTION NO. 61-13%: dated 21 September 1961 ‘
’ : GS-11, Dep. Chief, Records Center
STATINTL w ’ .

A. Summary of Suggestion

Suggester designed and bullt a table with a built-in, wellétype'
drawer for the Raecords Center statistical file.

Former procedures: The Records Center statistical file (one drawer)
was maintained in a filing cabinet. Two people in two different xooms
used the cabinet each day. The statistical file.drawer was removed from
the cabinet and placed on a small table next to the person using it.

The woman using this file had to remove the drawer in the morning and
replace it at night. o -

Present procedure: The statlstical file is permanently installed
in the new filing table which 1s mounted on. castors and wheeled into
.the vault each night. The table combines storage and working space in
a single unit. It eliminates the need to remove a drawer of files each
morning, and provides a neat addition to the office.

B. Summary of Evalvation

- This suggestion has been adopted in the office concexned and is
very satisfactory, both in convenience to the two employees involved
and as a solution to a unique filing problem. The conception, design
and construction of new types of filing equipment is not a responsibility claA{
" of Records Center personnel. There is a Tanglible Savings of one hour Ar”,ﬂp}
per day of a G5=7 employee ($670.80 per year). _ a¢
 Chief, Records Management Staff stated “...a formal request through :
Supply channels was not made because equipment to satisfy this particular
need wag not available. It is true that tubs on wheels and rolling
tables are not new; however, these were not suitable to Records Center‘s
requirements. The table developed by the suggesteér has proven invaluable
and has solved the problem.™ _

C. BRecommepdation of the Executive Secretary

’

N - 1

i. Not in line-of-duty.
2, $35.00 Award based on Tangible Savings of $670.80.

| - ——

D. Decision of the Comniites S/o,g(';)

, o
__x::kdoptgd Y15 Award —__Coertificate of Appreciation
' ¥ S

Appreveliot didprithse 2000 DP30-00832A009300030001-0
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
23 February 1961

SUGGESTION F 61-246: ' 1960

GS-8, Elec. Teth.
» ’
25X1A Gs~8, Elec. Tech.
[ ]
A. Surpary of Suggestion
Suggesters proposed a method of installing a safety device in the
Collins 231-D and 16~F type transmitters to prevent equipment damage at
‘ unattended transmitter sites, ‘
B. Swmary of Evaluation

 This safety device will save extensive wear on autotune motors and
single turn units and will preclude the need for extensive maintenance
surveys.

The optional Modification Work Order, tom 25X1
which have unmanned trapsmitters, in fact constitutes the adoption of the

idea, OC states that the extent of application is extended and the degree

A

of benefit is moderate.

‘ 1. Not in line-of~duty. '

2. $150 Award based on Intangible Benefits (Moderate~lLocal) to
be equally shared by the two suggesters. '

3. To be explored by Army and N.S.A.

D. Dscision of the Committee

e——adOPted ——Award ——Certificate of Appreciation
V0t adopted | '

25X1A - PR e < WU = S,
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SUMMARY OF SUGGESTIONS AND ACTION TAKEN BY CHAIRMAN
 MINIMAL ANARDS CASES
19 December 1960

dated 13 August 1959
s GS-12, Intelllgence Officer

SUGG. NO. PI-60-893
25X1A

WH, DD/P

Summary : Suggester proposed that more libaral use be made of
the Non=Accountable Pouch fox routine, frequently
recurring correspondence which is not sensitive oz
important enough to be fully recorded and retaine?
in the permanent record. Suggester also proposed
an over-printed dispatch form for transmittal of
T/A forms to the Field.

CENE: any SRR ol

25X1A

Action Taken : Al vhich establisheé additional criteria for ‘ #
‘ : using a transmittal-type dispatch was issued 1 Sep-
tember 1960, It stated thats-."The use of the Trans-
mittal Manifest, Form 1236, is encouraged to eliminate E
unnecessary disptaches and other paper work. It E
provides an appropriate record of transmittal and.
receipt of material.” :

Award v Certificate of Appreciation.
SUGG. NO. 61“"’30 H
25X1A

Dated 20 July 1960 ' ‘
, GS-12, Selection Officer
S-6, Library Assistant

OCR, DD/1

Suggesters proposed that a nserew=Jack®” be installed
in the bookholder attached to the Photostat Expeditor
to raise and lower the bookholder according to the
size required for the print.

Summary

paction Taken + The Machine Division, OCR, is researching the feasi-
bility of either building a ngerove-Jack” on existing
equipment or of buying a complete, new unit on which
the device is now standardized. Consideration of -
this improvement has been speeded up as a result of
this independent suggestiocn. ‘

Awazxd :+  $25.00 to bz equally shared by the two suggesters.
SUCG. NO. 61-180 : Dated 25 Ogtober 1960

. G55, Biographical Anclyst
25X1A OCR, DD/I

A . Su ter propoged that a definition of each classi- -
RpFSYed For Reléas; ¢HDRIN6/ Lok hnRDBSQ100832A600 30088500 150ns
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SUGG. NO. 61-180 {(Cont’d)

Summary | t . which is issued to new employees to acquaint them

‘ ‘ with the level of security which each clagsification
carries. «

Action Taken + A draft has been prepared for a new handbook for

employees to read upon entering on duty. This
handbook will feature clear-cut descriptions

of classification degrees. OS5 states that this
suggestion has reinforced their belief that -
defining these terms is necessary.

Award -t Certificate of Appreclation.

- -

Approved For Release 2000/06/19 : CIA-RDP80-
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SUMMARY OF SUGGESTIONS AND ACTION TAKEN BY CHAIRMAN
MINIMAL AWARDS CASES
10 Fabruary 1961

SUGGESTION NO. 60-460s dated 30 March 1960
—, GS-7, Fiscal Account Assistant
25X1A Fiscal, Compt., DD/S

Summarys Suggester proposed a revised procedure for the control and month-
end balance of reciprocal accounts of concern to both Fiscal Divi-
sion and Finance Division. Fiscal now sends documents in batches
{accompanied by & summary sheet throughout the month) rather than
{ndividually. Finance had been checking off each document as
received. In the old procedure, once these reports had been pro-
cessed in Finance Division, a machine report showed which voucher
had been posted. When these machine lists were put together, it
was found that they were duplicated by Fiscal. Now Fiscal checks

with Finance first to determine 1f the totals agree; if they do not,

they are checked. :
Action ‘ :
Taken : Comptroller’s offfce revised the procedure in the month-end recon-

ciliation of reciprocal accounts so as to eliminate the typewritten

iisting of items by Fiscal Division.
Award 1t $25.00 Award based on Intangible Benefits (Slight-Limited)

SUGGESTION NO. 60-5031 dated 25 April 1960
25X1A o GS"‘4. Intel. Officer

25X1A I o

Summarys Suggester proposed that a map showing routes and stops be posted
' in each Shuttle Bus and at each building exit.

Action '

Taken © The Agency Shuttle Bus schedule has besen reprinted to include a
strip map which indicates the basic routes and stops of Shuttle
Buses. The schedules are available in all administrative offices
and the map section of the schedule has been placed in each Agency
Shuttle Bus. .

Award s Certificate of Appreciation

SUGGESTION NO. 60-517: dated 3 May 1960
25X1A s G5-8, Admin. Agsistant
EE,

Summary: Suggester proposed widespread publication of the internationally
" accepted phonetic alphabet.

Action

Taken s This idea was incorporated in a promotional device used by the
Suggestion Awards Staff. The alphabet will be printed on one side

e other side.

Approved FopRelakse Y0uma/ 194 etaskitss o PEAbE200T 8007 " *
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Suggestion No, 60-317 (Continved)
Award @ $25.00 Award based on Intangible Benefits (Slight-Limited)

SUIGESTION W, 60-5361 dated 16 May 1960
A Assistant
25X1A OCR, DO/1 » 65<0, Admine Qasis

Summarys Suggester proposed that a kit be prepared for use by Records
Custodisns. It was suggested that this kit contain an organiza-
tional outline, purpose and use of Records Control Schedule, &
discription of the services available in the Records Center and -
complete instructions for retiring to and retrieving material
from Records Center. Appropriate pamphlets and notices put out

acts by Records Management Staff would also be included.

on . _ :

Taken © OCR adopted this suggestion. Each Division in OCR has at least
one person who neads an accurate, detailed knowledge of procedures.
This kit facilitates the training of new people and providas 2 per~

panent and individual guide to procedures.

This suggestion also prompted Records Management Staff to send a
memo to all Agency ARD’s reminding them of the handbooks and other
material which they should have handy at all times.

award 1 $19.00 Award based on the Intangible Benefits (Slight-Limited)

SUGGESTION NO. 60-600s dated 28 June 1960 -
25X1A , WB=10 (GS-8 level) Gen. Mechanic

oL, DOfs

Sunury: Suggester proposed an i-ptovod trash boxs fiitp:odf’oé, 1ined with
metal, top hinged and large snough to accommodate all the trash.

Suggester estimated that some twenty boxeswere feeded at NN 25X1A

o5x1A I dlones and that the purchase price is about $6,000, The

. suggested boxes, conmstructed by I e sonnel, would  25X1A

o cest approximately $1,487.20.

Action ) : ' ’ : )

faken i The Suggester®s original model was modifiad, providing a more com-
plete fireproof feature and OL recommended & slight-limited award.
The Records Center also nesds a trash box of this design, but
mg::; the hinged side and metal 1iner will be of distinct value
to °

iward 1 $25.00 Award based on Intangible Benefits (Slight-Lisited)

SUGGESTION NO. 61-231:
25X1A

dated 30 November 1960 .
I . GS-6, Admin Assistant
WwE, DD/P '

Summary: Suggester proposed the design and use of a larges size window-type
envelope for disseaination of Clandestine Sexrvices reports from

Approved For Release 2000/06/19 :_(il_A-RDP80-00832A000300030001-0
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Suggestion No. 61-231 (Continued)

"K* Building Rep:oduétion Plant; also, that something be done to
'“u avoid destroying the used "regular” manila envelopes.
on
Taken s Though this suggestion wis not adopted as presented, it did spark

an improvement which will sliminate the use of approximately 10,000

envelopes in "K" Bullding Reproduction Plant with an estimated

annual savings of $200.00, As a result of this suggestion, Records

Management Staff persuaded. Reproduction to send material which is
destined foxr I, J, K and L Bulldings with a buck slip attached
instead of an erwelope. .

Award s $25.00 Award based on Intangible Savings (Siaghtslimited)

- Tyoi
25X1A ‘ 05, DD, » GS=5, Clerk Typist

Summarys Suggester modified Form 640 (Case Control) by adding two carbon
copies to the ditto master. Now, at the Suggester’s desk, the
typing operation is cut in half; there 1s only one typing of the
informe tion on ons form {ditto master and two record copies) in-
stead of two typings on similar forms.

Action ' ‘ '

Taken 1 + Form 640b was adopted in June, 1960; and 1s in use. It has eliminated

the duplication of effort on Suggester®s desk as well as on a
simslar activity in her offlce. The suggestion saves 260 manhours
per year by reducing the processing time of two clexrks in the
Investigation Branch of 0S. -

Award s $25.00 Award based on Tangible Savings of $5%9.00.

CaQwtl=F=]=DmEeN=ToI=A~L
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20 Decerber 1960 -
oad

mmmmm: F‘D‘% The Record
SKEJELT : Agenda for Meoting of Suggestlon fawerds Comittee
1. fThe Cxa Slmgesticn Averds Comnittee is schediled to mee»,
on Tuesday, 20 Decenber 1560, e.t 2:30 p.m. in Roow 1-A,
2. The Yollowing items ars enels:z:m for your review:
TAB 1 -- Tentative Ageuda
TAR 2 -- Minutes of‘ last Coﬁzm;i‘atme‘ P¥i’=e"¥;imm

TAB 3 == Swmmary of Sug,z_,‘:xsswcm o ba s..om,lden,u at unm
meating. . : ; ,

TAB b -~ Summery of.Mininel Awerds

FOR THE CHAXRMAN, SUGGESTION AWARDS COMMITTES:

25X1A

wmre !ec m!ry .

S-E-C-R-E-T

N
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SUMMARY AND RECOMMENDATION FOR THE COMMITTEE ©

SUGGESTION NO. PI59-254: dated 5 Msy 1958 ) soan)
: (GS=10 lsvel) #ech
STATINTL | _psn. oL, DD’S ’ Machinist

‘A-ﬁmméf.ﬁmq.nm
- Suggester proposed that techniques of ultrascnic agitation be
applied to the photographic processing systems. This method consists
of producing electrical power at a frequency above 20,000 cycles pex
-second, and utilizing this power to cause mechanical vibrations to
occur at the same frequency in a liquid bath. This process practi-
- cally eliminates stresks and spots on negatives which are encountexed
.with machine processing, aiso tanks and hargers are seif-cleaning.
Solution life is greatly extended and increased #llm density permits
shorter exposures, due to reduced oxidation.

' A non-photographic by~product could be the occasional utiliza-
tion of the system to cliean mimeograph cylinders, a most efficient
metHod. . ‘ :

B. Summary of Evaluation
‘ ~Ag,a result ofithis suggestion,‘one of these devices was obtained
and has been successfully usad for cieaning mimeographic drums, press

rollers, machine parts, etc. It is very satisfactory. It removes
substances from inaccessible places. In the past, new parts were

. purchased and installed when the others became too dirty to be useful,

Due to priority jobs in the Printing Services Division, extensive
testing of the agitator on microfilm Procassing will not be vompieted
for a year or more. However, ithe intangibie benefits derived from the
-application of the ultrasonic agitator for cleaning purposes has been
determined and i{s estimated to ke of Jocal applicatfon with siight

degree of benefit, -

C.

1. Not fn lne-of-duty. (See TAB A) ,
2. $25 o $50 Interim Award Based on Intangible Bensiitg
_—

(slight-Local)
"D ‘ C
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MEMORANDUM TOR THE RECORD

subject: Line of Duty

This person is, according tc his job description and
accozxding to his supervisors, vesponzible for the repair,
design and devalopment of electronic geaxr.

In this Instance he read about the agitator in a
Trade Magazine and ordered it TO REMOVE grease particies,
etc., from inside the printing dyums. He figured that
if it would work for watch companias, instrument and
missile manufactuxers as a cieaning machine, it would
work here where so wmuch of our business is in printing
reports. His ingenuity was displayed by using the miceo~
film process for this important tleaning function.

The machine 1tself was designed for microfiim
processing and will not be tested for that puzpose for

a year or two, due to pressure of businsss in OL.

We believe the suggesier shouid receive interim
recognition.

i
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adaplers vlrordy abtinehod.

Bo SMLIEY OF ZUGE

The suggesbhor reno bt the laspholders be £30%ed with
s parmanont aﬂapwm £ acemmusiaie more esciomicsl Srevicennemade

raplocement buiba.
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3. €Ia o xec..mi. 2 b mrogentetives of CIA Z-;v"-xvu recently Laen
condaeted by “ﬁh > WalE Compeny sltating that ag o resuld
of onie § ~a=-;p_§ inhe this mabic ':'.“ .3 “huve sr;:..a“ wﬂw
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pixbesn oy Y.

2. =« Adapiers fmericsn oele bulbs
instalistion fa $as Gon (X }; Wi1a
2536 in ACST cetivitieos. Tt is
sdepbion of She ¢itad &
ainal o
3. Havy - Exblmaten thot the v f 1o ads
micvonoopany !“'E?/ LerTe us\.«u' !;:i*@.;@:"fﬁ on each of 160 bulbs

per yemr or (hO0.00. ' -
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(6063) continued )

b, &irforce»mc: uses nine Wild Sheremicmacw:v Tu::ee L thes
 instruments wtilize two each of thi 213 style .t Lo )

1ight bulbs vhile the other siz wtliise t" o cor Gf the .

Wild adepter light bulb at & cost «° *l.ﬁﬂ geeh.  Tacse

instruments sre in comstant use but AF people have , :

Jeaxned how to properly adjust the ligut souvce, wad the :

burn-out rate of the bulbs is surprliinmgly lcv. 47 f

intends %o couvert the thvee old siyl: Mght yurces .

to the new style at some Tuture dste vhen taelr pronent L

8tcckpile of gs L’:O 1@% bulbs is de; ATN, 4‘:“‘_\;1 !

~ they caleulate thal they will save ahe; %h 00 v s é

Do WW“EEMIO"% OF TEB ED{ECUE‘TVE EURET ..;,i,, U¥ { " -
| o | LT
1. Not in line-of-futy. ' g'féo (ol '

™ oemEmUTn

2. $50. Gﬁ avard b&...ed on the Teongible Sesle e;e.\‘ 3
"~ kaown Governument instalh.tiom, to Ue paid Dyiza CIA funds,

-

E. DECISICN OF THE COMMITTEE )

o BEOUTeR : ‘é_ fererd — Lo tiztente o &
oo . S ' hppreciation g0 P
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SIHMEARY AMD BECOMMUNDATION TOR THE COMMITTEE
20 December 1960

SUGGESTION KQ. 60-393: dated 1 Fe qrtarv 1660
61-29 fated 27 ‘ {

STATINTL

05

A. Summaxy of Suggestlons

1. Suggester designed a Holl Appllcator te replace the hexagonally-
shaped applicator. These applicators are used to apply Flatex solu-
tion semi-automatically to peper masters on the Multilith Model No.
1250 {Suggestion No. 60=-393). When in operation, only ong surface
‘of the hexagonally-shaped part came in contact with the paper master,
causing the fabric covering ic wear unevenly as well as ©o "drag” on
the paper master. Conseguently, this standard part was replaced as
often as three times a weell. The modified part distributes wear.and
tear evenly and roduces tho "drag® on the paper master.

Ze At the time Suggesilon No, 60-3%8 was wvaluated, 1t was discovered
that scme Agency offices a.se uvsod another type of Multililth Machine,
Model 2550. The suggester was encouraged by the Suggestion Awards
Staff to devise a roll applicaior for the Model 2550 machine (Sugges-
tion 61-29). The modification was slightly different in size from

that on' the Medel 1:50, but achiaved ithe samd resulis.

3s To construet
2550, the suggastor use
his specifications for ea

B, §2&@ag¥,9§ Eyaluation

1. OL/PSD, (with 30 Multiiith Hachines) determined that the Addresso-
oraph and Multilith Company will not make this conversion on theix

machines, although thoy adait thatl the applicator is a big time saver.
They c¢oncluded that the zoll applicator will not produce the volume of
woxrk demanded by all their susioners.

the Boll fpplicetor for HMulillith bodels 1250 and
1 a discardash rolloer and hed it milled to meest
HoRnohing.,

£2
G

h
I

2. Office of the Cable Scorcetariat has been using a rall applicatox
since June 1960 on thoe 1230 meching, but no conclusions liave been
reached to prove its walug in thalr type of operau'auu

3. 0S8 states that attachnment sroll applicator) built by the suggester
has been in use by the Sacurity Records Division since Docember 1939 on
the Multilith 12530 snd sinze 22 July 196C on the 2950 machine., 0OS
reports that Tangible Saviags in Security Records Division approximate
$2E00.00. In addition, some ifotangible bonefits will agorue to OS
Sacurity Records Division, twe OS5 | - seven Government STATINTY
Agencies. Before the adagior was used in 03, names and dates could be
misread by the investipative agoncies causing unneeded duplication and

AppivéatE o RuTE e 200b106719 OCIRRDPECHE32%600300030001-0
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SUGGESTION NO. 60-44% {Continued)
3. CIA expart opinion is attachsd as TAB & for information.
C. Bgrommendation of fxecutive Secpetery

1. Not irn line~of-duty,

Made, a0

2. $200 to 1300 awerd based on mt.,:*mbm Beneflls A0Ep

Broad)
D. Decision of the Com 'n‘mg%
Adopted E wm e ARG Y o &% BT 231 Appreticiion

0t Adopted _

- o
STATINTL W /J,

-

Cmlwh  LaleTwfnfulegel,  Uodel

_ Approved For Release 2000/06/19 : CIA-RDP80- 00832A000300030001 0.
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Colwd  T-feTeEefelinfiol UeBoBE  Omii-Le

Comptroller Svggsstion Awvard

L. As requested ca Form 011
27 Qetober 1960, Bemployse Suvgpe:
inceme tax withholdings
sluatced as it applies o

P LR ° G—
relating State

2. The suggestion as zdopted by the Agenty wi rasult in using
three basic sutozatic data VR ' WO TEmE 35 T@llofé
{a) a percenioge facior prog

o
L]
ceriain

b (B

Stetes to the ancunts withas m for
withholdings for the Distric ({vre

withholdings for the Stoie of

: cost of the
4 hus heen
incluvidsd a
foetor gystem
soplormance
this

3 for an
coaat of the

3. DBes=d upon the datn ¢lt
wemory positlions reguired by
estimated at SLE0 per annuu.
culhﬂnaiwﬂum% o
weuid be panually
with Stet@

zngad

awnvoxipafn aunws

LYY

meuory positions, glvse o sobal

. . -
31 &JS& OF

b, Alzo based
o the Agency ef e
9 States (the y
amount Lo approxim

L pragrang
0 he

6. The ﬁp s
epusidered o

becasuse such savipgs

disgs v
’h ﬁ‘ - 'B'ri £
J’ !}

positions used Tor agay
in the installed systenm of
for such eguimme 36?@&»: E@
whether other prgg- a8 would rer
equippent capscity &

are
o &a“”bliaﬁ
Por coeoh individual
ging related to the

9: C|A:ﬁpeso@g983§A000300030001 0

Tore d&ruchly r»l& bed © by 3
apd melintain ecurrently the sorans
Stete which roouirss o
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cout of minery puzlioliong
schedules of witbholding,
ra s@sly Lo 0Cm4Ul ;

ey cannob be
s in,;lismal

8. TFor the above raascns, it s eonelueded thab savings o the
Brency should be conaidered 83 1 v Pty vother than
tangivle, since there ls 0o sp 2L vieh e coumpahe
gpecific savings. In ouv opinlon; o stion as cdophed should
be evaiuated as it applies to thig Auge o wederase vanefiv
and local in extent of applicciien.

rasult of an

G, This suggestion wag develonzd an w &
undertaking o convert 1garey pEsTesd qu, personnzl doc-
umentation, cnd other wachine raoerd sl g Lo high spsed auntomatlie
date protas miug gouipment. Altbowzh 1t is kooun wy this Peppl that
the suggesbter is the Chiefl, sobie Dote Procsssing Division of this
office who should be exwpsoiel 28 & DO cH i *’ém’:r*mc.m c;i‘ his position
to conceive and develop isproved matheds Tor L2 elorming ADP
operations, this reral pevertheless balleves Lhmb this suspestion
merits concideraticn fov angrrd [o7 : ulh. i i

&. Ths % :
"!’nu c¢g.cf= of

ad consider-
sointing la
porecss de-

vy withholdlings
ovt cut for
irn.wnta for

,&113& ?Lguiaugawg
Por euch State and
substenbially caupl
bax withbholdinmss. £
folloving & ddscunalon
by the suggestaer ond
the Depariwert of the
suggestion hes becll AppPreve
Preasury for use by Federal agemf z‘y &al of
the affected Sitatns erdevrasd the npelb m.m:rt.u»mti,@n

was wade, hotever, to adopl Uhw has
suggea‘tirm for applicaticon te AN ope m*a’«; oS vai"-;hin this
Agency even ’texaug the Stotcs end Trezsury Department
had comzanted.

/ B. The netuve of the sugy v wag such hat the
employee's porforuauce Wo wld not hove been Judged leas
then satisf stion hed never boen
subnitted.

$ AN e,

aobory L1 The

1

e. Aum s’n‘:,ﬁmcz ol uhe s}
soion Lo aup&?m: officers within

the Am‘m&y 101 spaaidcration end Timel approvel. It
could not be put inte effect bmaﬂd u@oa the sola authority

gf the sugp: s,
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10. This suggestion holds potential savimgs for all Govenuent
agencies or privete concerns vhich use ar automatic duta procoessing
syastem for computing the compensation payable to ewployess who are

subject to the tax withholding laws of th: States and the District of
Columbis. The larger the nuwiber of Stetes and other texing authorities
for which withholdings must be computed, the greater the gavings will
be becauss of the applicetion of & uniforw program instead of
applying & separate progrem for eack texlng authority involved. It
is recommended that in view of the broed potentisl use of the sug-

~ gestion in other PFederal agencies and elsewhere, thet this suggestion
be reevaluated in 12 to 18 moniths to ascertein the extent to vhich
it bas been adopted by others and savings resulting thereircn as an
additionzl award may be appropriate for considersation at thet time.
This 1is particularly periirent to this suggestion beczuse there is an
ever loereasing utilization of ADP techniques by Fedeval agencles and
an increasing number of taxing Jjuriszdietions which reguire income tax
withholdings from pageolls.

STATINTL

Chalrwan, Complroller Sugzesiion Avards Panel

Approved For Release.2000/06/19 ; GIA;RDP8Q-Q0832A000300030001-0
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TREASURY DEPARTMENT
FISCAL SERVICE
WASHINGTON 25

0CT 6 1960

T0: THE HEADS OF EXECUTIVE DEPARTMENTS
ESTABLISHMENTS, AND AGENCIES, AND
OTHERS CONCERNED:

SUBJECT: Use of percentage methods for withholding
of state income taxes.

A number of Federal agencies withholding state income taxes
from the compensation of Federal employees have centralized payroll
systems in which they are using, or are plamning to use, electronic
data processing equipment. In such case a number of data processing
steps may be eliminated by use of percentage methods in lieu of
state tax withholding tables. These percentages can be developed
by relating the amount required to be withheld for each employee
as shown by withholding tables, to the Federal tax withheld or
to the gross income, as the case may be. States which have approved
(or will approve upon application) the use of percentage methods
are shown in columns 7 and 8 on the attached list.

In no case should withﬁolding of' state income tax be less than
that required by the various state withholding tables.

Questions relating to the use of the attached list should be
directed to the Accounting Systems Division, Bureau of Accounts,
Treasury -Department.

«

"'; . S . . -

L./C.;,' / /\'/L\Z;,.-ﬂg, AT ! 1

W, T, Heffelfinger ( ) .
Tiscal Assistant Secretary

i Attactment

Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0, )




- CUMMARY o STATE INCOME TAX DATA

For October 1960

TABLES AND FORMULAE [PERCENTAGE METHODS IN
PRESCRIEED USE OR APPROVED

INCOME | WITHHOLDINGI AGREEMENT FOR WITHHOILDING FOR USE (X)

TAX OF WITH TABLES | FORMULA % GROSS % FEDERAT,

IMPOSED TAX . TREASURY INCOME TAX .
) @ | Gy ) ) @) ) @) (

ATABAMA. .eveiennnnnen..
ALASKA. cvveiirenanneannn
ARTZONA. et ensennnnnnss

X X X X - X
X X - - X X

X X - - X -

ISl R

<

ARKANSAS. cvevvvennnnnans
CALTFORNTA. e tveeennnnnn
COLORADO. 4 s vurvvennnnann

P4 bd

-J:/ - - - - -
X N
CONNECTICUT e evevnnnnen.

DELAWARE. ¢ vvveeannnnnnne
FLORIDA. vt ieitrernnnnna. - - - - - -

>
>
o]
>
>
'
B

GEORGIA. ¢.iiiviiennnnnn,
AW T, iiiiicninnnnnnns
IDAHO. e vvneeninnnnnnnen

b b4 b
B B b
P4
o]
bd b4
.
Ml

ILLTNOIS.eeususennnnns..
THDIANA ¢t e enennnnnnn..

TONA. et eeieinnnnnnnnn.

1
1
]
)
]

£

1

i

)

b

>4

KA A . ettt tnnersnnennas
KENTUCKY e et eeennnnnnnnss
LOUISIANA. cevricnnnnnnns

MM M
Ll

>4

bl

'

1

1

MATHE. o4 eenneennnnnns.
MARYTAND e v ennonsrnnnnn..
MASSACHUSETTS ¢ v auenn...

be b
54 b4

o

b

e

bl

N
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VIRGINL
WASHING:
WEST VI

WISCONS:
WYOMING.

DISTRIC. .

oo,
i e
e

i e

-2 -
TABLES AND FORMULARE ERCENTAGE METEODS IN
PRESCRIBED USE OR APPROVED
TNCOME | WITHHOIDING AGREEMENT FOR WITHHOLDING FOR USE (X)
TAX oF WITE TABLES | FORWULA 7 GROSS % TEDERAL
TMPOSED TAX [[REASURY INCCME TAX

(1)

MICHIGAN .cceascanncanss
MINNESOTAeeeesonesncacn
MISSISSIPPIceececcsasss

 MISSOURIeeevvnasonnnase

MONTANA.:eovoeescasssen
NEBRASKA.ceeeosovnesnse

NEVADA sievecacovnosnneas
NEW HAMPSHIRE ¢ ecsvoceces
NEW JERSEY tevevescssace

NEW MEXICOseesenvsanana
NEW YORK ceouesocosocons
NORTH CAROLINA«ecesacas

HORTH DAKOTA ccsacssooss
OHIO cvevveesossancosnns
OKTAHOMA sssaesseacnsnes

OREGON e vvseeassonsaccas
PERITSYLVANTA cececcscoes
RHODE ISLAND ssccenconse

SOUTH CAROLINA ceceseene
SOUTH DAKOTA seccecasses
TEIESSEE coeevscsancess

TEZAS teeescaccacocscans
UTAH tevvessnnrcansonnns
VEF/IOT eaecesaconcscses

Approved For Release 2000/06/19
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TABLES AND FORMULAE |PERCENTACE METHODS IN
PRESCRIBED USE OR APPROVED
INCOME |WITHHOLDING |AGRERMENT FOR_WITHHOLDING FOR USE (X)
TAX OF WITH TABLES | FORMULA  |% GROSS % FEDERAL
IMPOSED | . TAX | TREASURY INCOME TAX
(1) (2) (3) (1) (5) (6) (1) )
VIRGINIA+«uereornnnsseass| X - - - - - -
WASHINGTON . csesceocncaces - - - = - - -
WEST VIRGINTA:+eevsoewnas| = - - - - - -
WISCONSIN:eeeserseananses]| X - - - - - -
WYOMING . seuvnnsenranocens| = - - - - - -
DISTRICT OF COLUMBIA.....| X X X X pid - 11/

1/ ........ Non-Resident withholding only.
2/ «iveee.. Will approve upon application.

3/ «evees.. May approve upon application.

L/ «..v.... Withholding effective January 1, 1961.

2/ +vesee.. Tot approved.

'
Loveee.... Interest and dividends o

Approved For Releyase 2000/06/19 :

T/ «+vevsss New York has approved percentage of
gross if carried to 4 decimal places.

C
e

§/ teeeanseses Will approve upon gpplication.

C

should be for approval of Federal Method

No. 2.

9/ +evevess Withholding suspended pending referendum.

10/ «....... Will approve upon application.

C|A-@/P 80'0083%Q903§Q9939QQ3 'Qerc ent ) upon application;
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SUMMARY AND RECC/MENDATTONS FOR TAE COMMITITE
c 20 ﬂacemher» 1960_
SUGGESTION §O. 60-U82: dated 22 Maveh 1960 e

STATINTL I &ma, Budget Officer
08, DD/S

A. SUMMARY OF SUGEESTION

STATINTL

. Suggester proposed that Security sgents in charge of NG
offices be given authority to purchasc expendeble office supplies
and include such Sypemses iz their monthly sseountings. Savings
include manpower, transportation, paper, machine operetion,
commnications, packagirg eand related operations, as vell as
elrdnation of all correspontience relative to delays, dumnge or

o=t itema, ‘Ybew is also pignificunt luprovensnt ir security.
B. SUMMARY OF EVALUATIONS

- Tais suggeutien polints up the a\zeﬂ Per Purther foraalization

and standardization of prychese preetices. AdGiticnal purchsses R
of expendsble sxappmj.@b.'s reduces requicitions and reoulbant : A -

administrative costs. Tangible benefits derived would spproach

. $2,000 or $3,000 per yesr. The Office of Securd ty stotaes that
this new procedure bas Focinlly boen pud lnbto efifzed.

C. . RECOMMENDATION OF FMECUTIVE SECRETARY

J. Not in Muecof-uty.

' Savw
2. 865, = BvErd naaed ca the -azgib._g Sesic

' D. DECISION OF CowTTEE | : o
/ r (ﬂ/ e e BT Nt

" Not Aacp-a-.éﬁ ‘

STATINTL

CwI*A. Irau'.f S 2‘3 fols Uefell  Qell=L=Y

i

fl o Apb"rove‘}d- “Release 2000/06/19 'CIA-RDP80- 00832A000300030001 0



| summm GF suacz*.snou

Suggenter proposed that Securi*cy Ag;-,Lts in chazge td B STATINTL
offices be given &) hority to purchase expends=ble offiece gupplies
and include Buch 2¥penses in their monthiy mcmmuingne 8avings
igeluds maupower, transportaticn, paper, machine operation,
communications, packaging and velsted opsrabions, a8 vell as
elinination of all cmespon{zﬂnce reintive to deleys, damnge or
do=t wﬁmo 'mmztz. :i.s e..wo g sigaificwnt lmpeovenent in pecuriiy.

VN

B smmw o’? mammzows

- ‘Tadn stzggestien pm.n'%:s up the ;w.,”i Pow Turther i’mmmza icm
wnd . *v*':am,«.«_u_am.uim of perchese practices. Pmmft.e.c f:ﬂ purchases

of expendable s upplies reducos mgm gitlons ond resultant
' aa;s%‘l is‘s rativ cm%so  Tengivle e:e:—:'?“'sz ées:mmn wuu?ﬂ apprcach

 §2,060 or ‘::5500(} per yeor. The OFFic

curioy staten that
‘i;his naw preceuure [T rth:-_,;. Baen :

so effaot .

C.  RECOMRMENDATION o E&Cﬂm Seﬂ“ﬁi‘ﬂfi‘f

1. Hot in Lmecm.mﬁu&y

z

S, ;pap o = awarci preed G Ghe

T OF SOMMITTES

o et

oI T,

STATINTL

o
LIS

- Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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Y 8 Dec,embér i%60

TO ¢ Executive Secretary,
Suggestion Awards Committee

STATINTL i+ S o,
SUBJECT: ©S Suggestion of _

1. In accordance with your regquest for additional information
in connection with the suggestion of NG i~ oo STATINTL -
to expendablie supplies, the following was ascertained from STATINTL
*w Acting Chief; Administration and Training Staff, Office
of Security.

T T T A; — —— s —" T TR

&

STATINTL

)

2. It is estimated that the tangible benefits to be derived
from this suggestion would approach 32,000 or $3,000 per vear. A
recent survey within this Office indicated that in the case of 144 3
requisitions which were precessad through Headquarters over a twalve- -
month period, the total cost for processing and shipping was 2pproxie ‘
mately $5,900. It cannot be concluded that under the new procedurs £
the sevings will amount to this much since many of thase requisitions
will continue to be processed through Headquarters. Those of a asne
expendable nature and those of an expendable nature which are not
readily evailable in the field will continue to be processed asg
heretofors. ,

T T

5

3. In addition, this office is making certein precurements through ,

and is considering procurement through the N STATINT

« Furhter; the new procedure of Formalizing and standardizing

field procurement has just recently gone into effect, and no norm or -

operating histoxry has yet been sstablished vpon which e more acoubate '
vestimate can be based.

the

STATINTL
STATINTL

" STATINTL

s/ F |
airman, 03

Incentive Awards Committea

Approved Ror.Release2000{08/19 yGIA-RDREP-00832A000300030001-0
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© SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE '_
| 20 Dacember 1960 .

SUGGESTION NO. 61-55: i yuly 1960 - S
. ) s GS=12, Intelligence Officer
' ‘ © - 0CI, ‘ t |

STATINTL , \
(DEFERRED AT LAST COMMITTEE MEETIRG FOR LINE OF DUTY DETERMIEATION)

 Suggester proposed that csch jvom translated from Soviet Publi-.
cations be identified by “date . for Hditorial Review”,"date
sent to the press” and “rnumber printad.” It is eften important to
know when a particular statument woe wade {or published) and in the
case of brochurss and monographs, the nugher of copies printed. This
suggestion will make tvanslations wore valusble to the analyst and

free him from the unnocessary preesss of raquasting the original

scurce through library chamels. ' E
B, Summary of Evaluation STATSPE&

1.  Although recent instructions to [ -
STATSPEC. [ for 2 perticulsr project incorporated the essense of thlis suge- ‘ %«
gestion, the suggester has focused attention on the gensral problem, ‘
1 . resulting in revised instructions being sent to NN STATSPE§
2] STATSPEC I i instruction implepents the suggestion. Data, :
: as requested will be included in the report to the FDD USSR Branch and

e ‘ other branches of FDD whenever appropriate.
K 2. The suggester advised that his office (0CT/5556) is a differunt |
type of consumer from other offices receiving the reports. Dates STATSPEC
1 save many B

are most significamt and the adeption of the suggestion vil
phone inguiries and checking of source documents. He iried several
times to work out ihis change with FDD but without success. Obviouslys
the suggestion, requiring review and reply frem the Office of the DD/I,
from 0O and FDD, will result In the completod action that achieved
adoption. :

C. Recommendation of Erecutlve Secretary

1. HNot in ling-of-cduly. {Suggester is an Analyst, at the Jour~
neyman -level; assigned to the Sino-Soviet Studies Group, S5BA, OCI.
His principal duty is the preparation of SSSG “working papers” on

broad aspects of Soviet foreign policy. He doos not, at his level, .

have the authority or responsibility to execute changes’ In the forr E

g mat of publications preparad by organizations atside th: Agency, , :

STATSPEC  such as IR | , S E
| 2. $75.00 award based on Intangible Benofits {S1ight-Extended) .

- Approved For Release 2000/06/19 : CIA-RDP80-00832A000300030001-0
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SUGGESTION NO. 61~55 (Contirued)

STATINTL U,}

| | . o e .
~ Approved For Release 2000/06/19: GJA-RDB80-00832A000300030001-0
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SUGGESTION NO. 61-177 {continued)
3. - Since the modification, there has been no expense, other than
routine maintenance on any of the four oscillators. On the basis of

. observed xellability, it can be concluded that all such instruments
~will benefit by similar medifications. |

4s. 0OC has rebéived word that the manufacturer plans to use this
on future models. | .

G+ Becommendation of Executive Socrgtary
1. Not in line-~cf-duty. ‘

2. $50 to $75 award based on the Intangible Benefits‘(Siightn
. Extended)

.« 3« Forwarding of suggestion to the Civil Service Commission
for possible Department of Defense, NSA and FCC usé,

L]
:'ilﬁwaﬁg e EETiCate of Appreciation

e
L

~ Approved For Rel6ake: 2000/06F8-H€1A-RD280-008624000300030001-0
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SUMMARY AND REUCMMENDA':ONS FOR THE COMMITTEEL

20 Decembexr 1960

SUGGESTION MO. 61-178: dated 15 Jul: 1960 L \
STATINTL » G3=9, Electrical Technician

A.

B,

ILLEGIB

OC, DD/S
Summaxy of Suggestion

1: A requirement existed for a 1. nal-mstching devise betwsen the
high speed Communications System's l:ceiviny Dite Temainal and the

Burrough®s §-203 Righ Speed Electluci.iic Iilniox.
/

2.  The suggester designed and 1il{ a conver'er which was installed

directly into the Printer. Cost, as quctod by - comaerclal cantrector
) SH L X Sy
would be abosut $3,000 for a sincla prototype unl';  additional ugjts ’

would cost spproximately 51,000 rich. The cosi +F tiw suggebtar’s
converter was only $58.30 {$27.%) for parts and 4%1.00 ¥erx&;ngh~
construction and installation tiw), Additions! talie wili eonp
approximately $40.00 sach. T

A deScription‘of the proble: that existed in connction with
the above-mentioneu equipment i contained in “TAR A*. -

3. Design, fabrication and istallation of the commcrc i} product

would have taken approximately three months.  During ihis Lane the

AS=4A system vould have been rmpletely without a rsacout doviae, and
Wl g Taba

' this method »ould have requirsi extensive electrical as weli as

physical modification of the S-44 terminal.

Suamazy ol Evaluation

‘Approved For Release 2000/06/19 - CIA-RDP80-00832A000300030001-0 -
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SUGGESTIOR No. 61-178 {Continued)

C. Recommendetion of the Exazcutive Secretary

1. Not in lLive-of-duty.

2. $175.00 award. , o

" $150.00 for Tangible-Savimgs of §5,000.00 ;

25.00 for Intapgible-Benefits-{slight-local) ? \4,‘  F

—'//} 3. We—will fcmard’/’ghqis suypestion o voae Ghvii Gsavice ﬁ 7

Coumission for possible Defense Departmeut, NSfand—FCC

- ®

D. Declsion of the Commitiee ' ¢ ?
| / 7§/ forard PaptiTMieate nf Anprecishion :

Mot Adopted ‘ l

vz
STATINTL /jﬁi}pp
e

3.

-

T

{0 IR T

V\Ul %M T, 4w | STATIN'E%'L

STATINTL . |
-

Approved For Relefist-2000/0819%-E1A-RDPE05008324000300030001-0
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SUMMARY OF BASIC SUGGESTION

l. A requirement existed for a szgn«l matching device betwesn ihe
AS-44 High Speed Communications Systam’s Receive Date Tepminal and the
Burrough®s $-203 High Speed Electrostatic Printer.

2, The initial method was to install a comparatively large tube.
type "black box" converter within the AS-4A terminal. The cost, as quoted
by a commercial contractor, would be upwards of $5,000 for a single proto-
type unit; additional units would cost apprcxinaiely 5,000 sazhs This
method had the following disadvantages:

T

(a) The time requized for design, fabrication and Lna.allatlen
of a sultable converter within the AS-4A terminal would have been
approximately three months, during which time the AS-44 System would
be completely without s roadout device.

(b} This moethod would have required extensive electrical as
well as physical modifisation of the AS-4A terminal, and cnce medi-
fied, it would have been restricied to use solely with the S-203
as a readout device.

(¢} The cable botween the converter and the $-203 could cause
serious attenuation and distoriion of the signal and synchwronization
pulses if its length wes too long, thus res rxcting the printer {o
the proximity of the tezminal.

3. My method was to design and fabricate an input converter that wa
installed directly into the prinier. The fotal cest was only 358.30 {bQ?uC
for parts and $31.00 for design, construction and installation ui&»).
Additional units will cosi approximeisly $40.00 each. My methsd hes the
following advantagess

(a) The AS-4A System was funciloning with a :eaéo st devise two
days after approval of my idea, {(This permitied the Systom o
oparate with a readout device during a vary imporiant tesi phass.)

?

(b} Since the AS-4A torminal nzed not be modified, it remains
intact and its warsmulk“iy roemaing uwuhang@uo

{(c) The printer is nuo longer restricted to the close proximity
of the AS~4A tezminal, since the signal and oy?fh&enLEvacn pulsas
are convorted agfter the intar-commesting cableé.

Cagg 33 '1’&5[?7311‘”:11[?:“

(d) My cenvertor is compact. It is constructed on a 45” by 6°
plug-in cizcuit board.

{e} Although efficioncy was not a significant advantegs, the
use of transistors and silicon semi--conduciors in my converter lmproves
the electrical efficiency many times.

{f) My converter wes instelled within the printer ip o 3
AW&H’%ﬁﬂéh&gé 12000/0874.9: C1ACRDR80-00832A000300030001-0
Colend IedeTewBcolelafu]l, U-S-B O*NéLJY
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ANARD CASES

Sugge. Woe. 60-341s dated 18 Mey 1360

25X1A

Summary 3 Suggestor proposed that Form 122 (Request for
Information from Forsign Documents) which accompanies
the original foreign language material, be changed.
from white ¢o a color which would @asily be distin-
guished from the bulk of material passing through FDD,

dction Taken ¢ ERecently Form 122 (Request for Informetion from
Foreign Documants ) was combined with Form 695
(Project Record). From 495 was printed on the back
of Form 122. AL the time of printing, this form was
changed from white to yellow.

Award i Certificate of Appreciation

Sugg. Moo 60-555:  (IDI) dated 23 May 1960
Department of the Interior
Suggestion No. BLNM 3-58-42

Summary ¢ The Depariment of the Intericr has adopied a suggestion
to reprint and distribute an ariicle from Papular
Mechanics entitled, “What To Do When Your Car Conks
Out.” The award paid was $50.00 based on Intangible . -
"Benofits in the Slight Extended categorv. Their °
eiaployee had suggesied that a copy of this article’
be plaged in the glove compartment of each wehicle!
used by the Burezu to provide assistanso to persons
stranded on the road due to car trouble. :

Action Taken ¢ An initial oxder of 200 copies of the booklet (at
& cost of $6.00) was distributed by Transportation
Division to CIA Agency components §61 uze in our
Agency vehicles both overseas and in this country.

Award ¢ 315,00 Advisory Award

Sugg. No. 60-6013

25X1A

dated 22 June 1960

(Gs-2 lavel) Box Shop Superviser
L G5=5, Property and Supoly Assistant

Approved For Release 2000/06¢19..C1A=-RDP80-00832A000300030001-0



Sugg. Ne. Lnimal &wards Hﬁaiing
My

? tere modified the erciol steel-banding
the Xum Steel Unli-Load Dend Dispanser,
iU oto be wewvad from plAce > ni@@c. Tha
perrafacturend $ic zo desiuned to be atalﬁon =Y 5
welghing ahprny,ﬂat :dy 200 ibs. The modification
2 AV ,H3~ by mounting two pulleys on the side
of the a%s E and the installe r‘a of a crank
hendle feox %dsy mwvfm“o
action Tabon : The poxitabls banﬂ §ﬂgwr 1 use for
sevaral vaars, however, $1:3:%1 never submitted
the sucgestion for an sward. Beecause the steel
barsling material is not used itoo extonsively, thers
is only a slight benefit in 2 limited arxsa of applxu
cation,
fpeaxd 3 $25.00 to be divided betwssn the fwo suguesters. -

Sugy. Noo. 01-20 3
Flptember (CS 10 level
25X1A N )
Surmary : Suggoster nwopo‘wd the ! ovarhsad fluorescent
lights in the FSD prf 1ich are not equipped with
a grille diffuser be @qu; i wa*u two bands of
banding atesls pach ond of the
fixture. Thess bands woui@ p “V@ﬂf lossenad tubes
from dropping and cauvsing imjuxy to persomnel op
damage to rz@hin@rga
Action Taken 3 Upon rec Administrative Dfficers involvad,
PBS has ted te replace diffusers as needed.
It is pocomm d that the suggester be given commer-
dation for his inc@r@st in the safely and elimination
of & hazard in the organizalisn,.
Awnpyd g 50
Sugg. Mo, 51-80 3
o . GS-%, Logistics Cfficer
25X1A
Summary 3

smen purchasling file folders
088

arly those folders which are
filing installations, that

& procurs anly felders with

the Remington-Band KO Eiff astner.  The Shaw~dalker
fastners, fraquantly 3““&@{ in the past, are inferior
to the Reminote 1 nraduet,

Approved For Release 2000/06/19 : CTA-RDP80-00832A000300030001-0

fmd e e [ e st 7,

ey e,




Appraggd For &ease 2000/06/19 : C|A-RDP80-%32A00“50030001-o

Sugg. No. 61-80 cont’d Minimal Awards dMeeting

Action Taken 3

Aword 3

Sugg. No. 61~114:
25X1A

Summary :
Action Taken i
LATES 3 ;

Sy Alelals
HAH :
Action Talken ;
Avapd :

Gl mdimFre T Flle T I~ AL

23 Novembar 1950

The Office of Logistics has agreed to mike the
KOMPAKT Fastner a standard item for shelf filing.
The Offica of Security acknowledges that this
improvement represents a major contribution in the
large OS File Room operations.

$25.00

dated 7 September 13%6C
I » GS~15, Deputy Chief

Finance Division, Compt., DD/S

Suggester proposed that the "Out-Briefing” procedure
include information regarding the ®trade practice”
of storage companies which demand that to be fully
insured, househcld goods must be insured for a
minimum of approximataly $1.00 per pourd.

As & result of this suggestion, Central Processing
Branch has expanded its "Out-Briefing" to include
the poinis coveresd in this suggestion regarding
insurance of hovschold effects.

apms the
tdate S ; in the same
consacutive order,

precedy the Inltlal

Fama 237 {Official be revised at
the time oF <he next printing &t reverse the oxder
of the "inttlals” and Plate” columns, thus Form 610

and Ferm 237 wili confors with aach ather. The
adoption of this suggesiion willprovids greater cone

$i2.00

~

o Law
it
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